Section of ctembgraphic ond clerical office ar: «! new offices 
ot GEYER PUBLICATIONS. See story begins 99 on page *! 
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= FURNITURE is a primary essential in the development ol any important 
executive office. FINE FURNITURE possesses a unique quality ol radiating the 
judgement, character and integrity of those who recommend its use . . . as well as 
of those who use it. FINE FURNITURE has been the honored product ol the 
designers and craftsmen of STOW AND DAVIS for more than lilty years. You 
should acquaint yourself with the extensive group of executive desks, tables and 


chairs, both Traditional and Modern, currently offered. Write for information. 


STOW & DAVIS FURNITURE COMPANY 


EXECUTIVE FURNITURE MANUFACTURERS 


80 FRONT AVENUE S. W. ¢ GRAND RAPIDS 4, MICHIGAN 


By invitation ~ 


associate manutacturer 
Of the 

Grand Rapids Furnity 
Makers Guil 
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nutacturer 


Ks 


REVOLUTIONARY!! 


NEW high in super-quiet operation 
NEW low in service costs 
NEW reduction in operating expenses 


NEW stunning Kelvin gray cabinets with beautiful, 


KELVINATOR—Chosen by Andrew Geyer, 


KELVINATOR—A complete, modern water 


NEW 1949 
(@ 
eo tL: 
ELECTRIC WATER COOLERS 


An Outstanding Product with 
a World-Wide Reputation for Quality 
and Service Offers YOU 


go 


sparkling white, sanitary porcelain tops. 
Mirror-finish, stainless steel tops optional 
on two models only, PE-5 and PE-10. 


Inc., publishers of OFFICE MANAGE- 
MENT AND EQUIPMENT, for installation 
in their new, modern, model offices, de- 
signed for a maximum efficiency and mini- 
mum maintenance. 


cooler line with an ideal model for every 
type of installation: 


INDUSTRIAL—RETAIL—OFFICE 


Every popular model warranteed 
for five years 


New, cost - reducing, 
quiet-operating, KEL- 
VINATOR Polarsphere 
Hermetically sealed, 
Air-Cooled, Static 
Condensing Unit in- 
stalled in the 1949 


KELVINATOR Models MODEL PE-10 
PE-5, BE-2 and BE-R. 
These ts ao fen. All 1949 Models approved by 


the Underwriters’ Laboratories, Inc. 


For complete information on the 1949 KELVINATOR electric 
drinking water coolers, consult your KELVINATOR distributor, or write 


LVINATOR WATER COOLER 


Town and Lucas oe: }3 Coemeee te tah is 


August, 1949 
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SENSATIONAL!! 
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OFFICE MANAGEMENT AND EQUIPMENT 


ie 


we 


—_ 


KRASERS 


cut 
paperwork 
Costs. 


Your typists can actually salvage work 


a 


they used to throw away, when they use 
Paper-Mated Erasers. Corrections are 
cleaner, neater, less visible. That’s because 
Paper-Mated Erasers are scientifically 
matched to all kinds of paper...all kinds 
of work. Ask Your Stationer for 


Eberhard Faber Paper-Mated Erasers. 


TRADE MARKS REG. U.S. PAT. OFF. 
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OFFICE 
MANAGEMENT 
and Equiomeudy 


Featuring OFFICE METHODS, EQUIPMENT, PERSONNEL AND PURCHASING 


A. Devaney, Ine., N. Y. 


LIKING WHERE YOU WORK 


% HOWEVER MUCH we may romanticize about them in 
later years, school days are not happy days for most normal 
young people. At best, school is endured rather than en- 
joyed. Boys and girls proverbially welcome any excuse to 
escape even for a few hours from the captivity which custom 
and the law impose on them for at least eight and usually 
twelve years. 

It is tragic, therefore, that so many young people, finished 
with school and beginning work, find themselves sentenced 
anew—and sometimes for life!—to a work environment em- 
bodying the same kind of chill, impersonal, inexorable dis- 
cipline which makes school so unpopular. 

We have no statistics on the relative efficiency of the im- 
personal, strictly disciplined office as against the office run 
on an easier, friendlier basis, but we will put our money on 
the human sort of office every time! The more people like 
the place they work and those they work with, the better the 
work they will do, and it is the spirit of the office which 
after all makes people enjoy working there. 

This is psychology of the most elemental sort, but how 
rarely is it part of the applied psychology which manage- 
ment experts talk so much about. 


ao — 
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ARE THESE \ p> 
BUSY HANDS & 
HOLDING UP 
PRODUCTION ? \ 


mm =F reE Ditto One-Writing Forms Prove: 
All Rewriting, All Retyping are Total Waste! 


Most office and factory routines consist 
mainly in rewriting and retyping all or parts 
of the same data on different forms—costly 
in elapsed time, in payroll, in human error. 


Yet as thousands of firms have found, Ditto 
One-Writing forms cut out 90 per cent of that 
re-doing, without disturbing existing sys- 
tems at all. Think what that could mean to 
you in such routines as payroll, purchasing, 
production, order-billing. Get FREE Ditto 
One-Writing forms; new vistas of control 
and economy will open to you. 


——s 


In addition, Ditto is a DUPLICATOR. 

Ditto copies anything written, printed, typed 

4 or drawn, in one to four colors at once— 
. 


forms, sales letters, directives, change no- 
7 tices, maps, drawings, instruction material, 
house organs, plant posters and the like. . . 
: Ditto is management's long right arm these 


TRADE MARK REG. U.S. PAT. OFF. 
days when closer control, faster work and 
j y 
DITTO, INC., 644 S. Oakley Bivd., real economy are so necessary. Check and 
Chicago 12, Illinois mail the coupon now for inspiring data on 


Ditto of Canada, Ltd., Toronto, Ont. the part Ditto can play for you. 


DITTO, Inc., 644 S. Oakley Blvd. 
Chicago 12, Ill. 


| N C REA 3 oo and 
Gentlemen: Without obligation please send me 
Free Ditto One-Writing Forms on the operations 


! 
| 
! 
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PROFIT _— Termes 
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Human Error 


iat eh ae deniacusecnssaseiesdedeussageen 
PERS 6 66 canes een Gebsssedeiasdeviscnsesesoen 


For Efficiency 


The memo below was sent us by our friend, 
Charles O. Libbey, of Knoxville, Tenn. He 
did not say where he got it. 


To Whom It May Concern In 
Channels: 


The writer expects to take 
important administrative action 
requiring immediate decision in 
the near future. He understands 
of course that final approval wil] 


_ require nine assorted signatures 


and the ooze of appropriate 


' channels exercised with all the 


expedition of the slow driver in 
the fast lane of traffic. From 
memories that bless and burn, 
he knows that he will find him. 
self in what is generally termed 
an organization bind or at the 
very least an executive swivet. 
He therefore is taking this pre- 
cautionary measure of request- 


' ing all necessary signatures on 


this memorandum so that when 
the time comes to say yes or no 
he can do so at once instead of 
three weeks later. 


The particular action is of 
course unknown at the present 


| writing. When it does come gal- 


loping over our horizon yelling 
for decision and shooting in the 
air with both guns, this memor- 
andum with its routine signa- 


tures can be attached to the 


agreement, requisition, letter, or 
instruction. In this way, action 


' can be taken in the field of the 


writer’s responsibility. 


Furthermore the writer hopes 
that the administration will ap- 
preciate this frank innovation 
for efficiency in channels. It 
could result in the standardiza- 
tion of signatures and their se- 
lection by supervisors when 
good business requires it within 
their responsibility. The super- 
visor would be saved many an 
embarassment in daily opera- 
tions. The administrator would 
be saved the possibility of glane- 
ing through a mort of words for 
fear someone might refer to 
them, and both would be saved 


| the embarassment of the execu- 


August, 1949 
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MOVABLE 


l FOR THE MODERN OFFICE 


THE MODERN METAL 
PARTITIONS WITH: 


Straight-line design of utmost simplicity 
Sound insulated and non-combustible 


Unit construction — 100% reusable 


Alterations quickly made with minimum disturb- 
ance to office and occupants 


@ All wiring in concealed raceways 
@ Baked enamel finishes 


Prompt deliveries from factory stock in New York 
Complete engineering and installation service 


Publishers of “Office Management and Equipment”, choose 
Boyle Partitions in their new office. 


E. J. BOYLE, inc. 


OFFICE PARTITIONS 
14 Charlton Street New York 14, N. Y. 
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‘We changed 
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All these have to be typed before 
an order can be processed: greeting card, 
three Railway Express forms, invoice, 
office record, bookkeeping copy. Typed 
separately, they were the snag in the 
business. 

Now they're a snap—UARCO com- 
bines them all into one set! No shuffling 
of papers ... no carbon mess .. . the 
typist has only to type. And she types 
500 orders with only one insertion in the 
typewriter! 

The savings? Tremendous! Yet they’re 
only typical of what UARCO does for 
business. You can make similar savings, 
no matter what kind of business you’re 
in, no matter how large or small. 

Call your UARCO Representative for 
a complete survey. No obligation. 


UARCO INCORPORATED 


Chicago, Ill.; Cleveland, Ohio; Oakland, Cal.; 
Deep River, Conn. 
Offices in all principal cities 


UARCO 


Business Forms 


STRIP FORMS SINGLE SET FORMS 


ORDER FILLING 


with UNRCO combined Jom INS” 


GREETING CARD 
R. E. A. RECEIPT 3 
BE, A, RECERT 2 
rR. & A. ABSTRACT ADVICE 
INVOKE 


OFFICE RECORD 
BOOKKEEPING COPY 


Here it is . . . the UARCO 
Manifold Form that gets orders 
out in minutes’ time. This com- 
plete set produces seven copies 
in one writing—each differ- 
ent from the other in size, color, 
even subject material. Consecu- 
tively numbered for accurate con- 
trol, the sets are in continuous 
strips to feed continuously into 
typewriter or business machine. 


Serving Business for More than Fifty Years 


AUTOGRAPHIC REGISTERS 
AND REGISTER FORMS 


OFFICE MANAGEMENT AND EQUIPMENT 


tive signing the right document 
in the wrong place or the wrong 
document in the right place 
when his secretary is not in the 
office. 

It is even possible that in time 
it could lead to adequate author- 
ity being delegated with the re. 
sponsibility. 

JOHN DOE, HEAD 
OFFICE SERVICES DEPARTMENT 


* * bo 


Elevator Manners 


Seeking to find new ways of 
improving elevator service and 
to keep the passengers happy, 
the Otis Elevator Co. has issued 
an attractive and humorously 
illustrated leaflet listing the 
eighteen most common gripes 
which passengers have about the 
elevator manners of “the other 
fellow.” The leaflet, As Others 
See Us, is based on a survey 
which the company had made by 
two outside research organiza- 
tions. 

Men are chided by the women, 
strangely enough, for their 
Chesterfieldian manners, which, 
while much appreciated outside 
the elevator, only slow things 
up and take up room inside a 
business elevator. 

The leaflet contains several 
suggestions on how passengers 
can cooperate with elevator 
operators to bring about better 
service. These include sugges- 
tions that passengers check their 
floors on the directory before en- 
tering an elevator; that floors be 
announced clearly; and _ that 
long-winded conversations with 
the operator be avoided as they 
may result in missing stops. 

High on the gripe list were 
“elbowing,” “shoving,” and 
“carrying lighted cigarettes, 
cigars and pipes.” 

The leaflet is available free to 
building owners and managers 
for distribution to their tenants 
and elevator passengers. Copies 
may be obtained from aiy Otis 
office, or by writing to the Otis 
Elevator Co., 260 Eleventh Ave., 
New York. 
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The mechanized filing equipment with 
SELF-ADJUSTING DIVIDE-A-FILES 


. 
Save space, save time, save money, 
. . . 
with the improved Super-Filer 

@ Now is the time to get rid of obsolete files. Improved Super- 
Filer, with Self-Adjusting Divide-a-Files. cuts office expense 
four ways: Saves time. simplifies filing work, saves floor space, 
reduces initial cost of equipment. 


The unique feature of Super-Filer is its Swing Front. When 
a drawer is opened, the front swings forward. producing a 
supported angle spread of contents and adding working space. 
This feature permits 18°; more payload per drawer—makes 
it possible to replace 3 old 4-drawer cony entional files with 


2 new 5-drawer Super-Filers. 


New Self-Adjusting Divide-a-Files (three to a drawer) 
mechanically simplify filing. They break up the drawer load, 
hold contents slanted to the rear for easy reading and auto- 


matically help to maintain compression, They self-adjust 

themselves to changes in volume of drawer contents, 
Improved Super-Filer with Self-Adjusting Divide-a-Files 

marks a milestone in the filing of office records. It is available 


in 4- and 5-drawer heights. Write for complete information 


and the name of our nearest branch or dealer. The General 
Fireproofing Co.. Dept. M-8. Youngstown 1, Ohio. 


GENERAL FIREPROOFING 
Freemost ir Welal Business Furnitue 


There is a complete line 

of GF metal furniture —_ 
desks, tables, chairs, files 
and shelving 


August, 1949 OFFICE MANAGEMENT AND EQUIPMENT 9 


co, fe oe 


= 
nt ae | fe. 
ng =f 
ice . 
he | er ; 
ore: _ 
me 2 
or- a 
re- ; N 
: 
PCE OBOE sai es Wabi S 
an i 
of ‘ 3 es % + i 
py, ae ie. 3 
a : 
ed :  -™ aw 
the ; on eee fe 
ner 5 : “= —=— = : “ s ey 
vey | Bee ae | : 3 
Za- | " = * 
en, i & 3 e 
eir a ig ' 
ch, 4 : . int a 
ide as tin F 
ngs a : 
3 mae 4 
2 a 4 — J t 
ral ate Ff | 
ers a3 A ee | 
tor : ae — r 
in a q 
ter . me Ee Hi 
res- ses: Ai =z 4 a 
eir ie ‘ 
en- 2 a P 
hat = ~ ene F | = 
rith Ne. 55050 finiehed i= ee 
4 in lustrous gray. 
é f 
ere Wi 22+ i A 6; a | 
- 4h Be Axe. Ne 
nd a | SS 
tes, ‘The Old Wey—4” ef drawer The Super-Filer Way — Front 
compressor providing space, 
2 to Somer content. - when drawer is felt, 
ers f eee . setae actiatitaammieaas — é 
ints : rey Ce) | | 
- Si Se S A, BS) 
tis ~T sSSS/ Be = Be Ky} ¢ WS) | Re poe | 
teow “a eee eS a S| fol ee | 
Otis a —~ : ae J —~ a | id = ee | 
ve. a 7 i vee , , - ae ; — | = = 
. < “ <. . . z : a . — — 
es il 4 RE ES a Pt Bin 
8 
ye i i, J i  . aes eae a ae - 2 aos i <B i 3. 2 
Pia ™% om Ss. = Be key: ae ae vate E i a. 


New nickeled hardware — all best grade furniture steel 


IMMEDIATE 


LOW BOY 


DELIVERY! 


“The 
ALL-IN-ONE 


oy 


Literature available 


The “Low Boy” (33:2" H.)—complete Jr. card-correspondence filing and storage system. 


Available in Futura Grey lustre-lite or Steelmacter Standard Green. 


Compact — functionable — tested and proved! The ‘All-in-One’ No. 1-A Low Boy — Double (4x6) card sections 
(cap. 3200 eds.) 2 correspondence drawers (16” D.). Each drawer equipped with 4 ball bearing rollers for easy gliding 
operation. Positive compressor to hold contents in top-efficient working position — 2 fixed welded shelves —3 spacious 
storage sections (1134 H. compartments). Lock standard equipment on storage section. 


— finished in atara grey —to lighten and brighten the office. 
Original design by Futura (Pat. Pend.). Precision made by Szeelmacter —for 1000 uses and services. 


OUTSIDE DIMENSIONS SHIP. WT. 
enanliconas on HEIGHT WIDTH DEPTH F.0.B.N.Y.. 
1-A “All-in-One” Low Boy Letter size (4 x 6 cards) 3312" a 16” 90 Ibs. 
1-C “All-in-One” Low Boy Legal size (5 x 8 cards) 3412" 30” 16” 100 Ibs. 


Sug Right-Guy Low and Save with Steelmaster 


170 WEST 233rd STREET - 


NEW YORK 63, N. Y. 
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7528 TALL-BOY-SUPER 
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“The 
TALL-BOY 


- 
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a) 


a) 
: 


SUPER 
utth uniting Tablet 


Literature available 


The “Tall Boy” (40”H.) Super complete Jr. card-correspondence filing and storage system with spacious 
writing tablet shelf, usuable for all desk work. A Handy Dandy Super Duper item! 

Compact — functionable — tested and proved. The No. 3-A Tall Boy—Super, 2 Double (4x6) card sections (cap. 
6400 cds.) 2 correspondence drawers (16” D.). Each drawer equipped with 4 ball bearing rollers for easy gliding 
operation. Positive compressor to hold contents in top-efficient working position. Writing tablet shelf (14 W.) at easy 
writeable height (app. 28%” H.) 3 spacious storage sections (1134 H. compartments) 2 fixed welded shelves. Lock 
standard equipment on storage section. 
New nickeled hardware — all best grade furniture steel —finished in Patwra grey to lighten and brighten all office work 


Original design by utara (Pat. Pend.). Precision made by Szeelmacter —for 1000 uses and services. 
Available in Favara Grey lustre-lite or Szeelmaster Standard Green. 


OUTSIDE DIMENSIONS SHIP. WT. 
senna a ee WIDTH DEPTH F.0.B. N.Y. 
3-A “Tall Boy Super” with writing Tablet 40” 27" 16” 100 Ibs. 
Letter size (4x6 cards) 
3-C “Tall Boy Super” with writing Tablet 42" 30" 16” 110 lbs. 
Legal size (5x 8 cards) 


Buy Right-Suy Low and Save with Steelmaster 


170 WEST 233rd STREET 


> NEW YORK 63, N. Y. 
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The BROWNE MORSE 


a ie performer 
i « of ne 


outstanding features 
greater durability 
increased F. Q. 


What's the F. Q. (filing quotient) of your filing 
operation? It can be measured by the efficiency, 
accuracy and capacity of your filing clerks. It's an 
important part of your business and a measurable 
cost of your business operation. 

Browne-Morse Glider Files help to increase the 
F. Q. of your filing department. Only a 5% ounce 
pull is required to open the drawer of a Browne- 
Morse Glider File. This factor alone greatly reduces the fatigue factor in 
filing . . . permits your filing clerks to file more accurately . . . increases 
their capacity. This plus the many other outstanding features of a 
Browne-Morse Glider File cuts this measurable cost of your business 
operation. The smooth performance, durability and dependability of 
Browne-Morse Glider Files make them the best designed, best engi- 
neered and biggest value on the market today. Check the features below: 


Key to BROWNE-MORSE 
gliding action 


Patented channels and ex:ension 
slides permit the installation of 
inserts in all openings by any 
one without the use of tools. 
Automatic locks may also be in- 
stalled in the field. 


Architects of Efficiency for America’s Office 


mseeoon BBS rowne-MLorse menoan 


OFFICE MANAGEMENT AND EQUIPMENT 


The extension arm: on Browne-Morse files carry a fully loaded drawer swiftly, silently 
and easily on six case-hardened steel balls strategically fitted into the extension arms 
with engineered ball running ratios. No lubrication required. 

Bearing Type Raceways. The contour of the balls exactly fits the contour of the 
raceways of the extension arm. This scientific bearing feature eliminates the possibility 
of excessive wear... prevents the drawer from sticking or jamming. 


beautifully designed 
with aluminum satin 


Write for the com- 


plete new bulletin ? 
on the Browne-Morse { 3 
Glider File. Learn * tha, 
how you can in- * Mi oF 


crease the filing quo- 
tient and cut costs of 
your filing operation. 
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GRAY 
/AUDOGRAPH 


SALUTES 


, 


| OFFICE 
MANAGEMENT 


and Equipment 


] 


On the opening of 
| their new offices 


Yohed get more work done 
better . . . faster . 
+ An outstanding 


achievement in layout, 


! 
F 


trained systems analyst — will 
gladly demonstrate and let you 


G i AY I Ey in your own ’ 
AUDOGRAPH sen 


a 


Ie ey 


el 


lighting, decoration executive and secretarial effort . . 
yet help everyone gain hours... 
and equipment. every day . . . for greatly increased — 
production . . . with no sacrifice in co 
| accuracy. You literally cut time ine 
half — with the Audograph! : ies 
MN It is not surprising then to find that 

Audograph Soundwriting Equipment f . 
pays for itself quickly om often in ‘. ; Pecceescescooesaessseesse 
= matter of months — then goes on | HERE ARE A FEW OF AUDOGRAPH'S 1 
| AND WE ARE PROUD paying you year in and year out. Beer gfe i 
a No wonder it makes notebook dic- — unders ili 1 uni- 8 
TO REPORT tion as ov of detect the hore » lene 8 
ond bugayt | “3 
that as in Find out for yourself shal h a" a eg 
. : saving power of Audograph’s ex- caer 1 
an increasing number clusive combination of advantages " than a § 
, and benefits can doin your business ts stream. § 
of modern offices or profession pion phone "AUDO- ret eae Fe 
throughout the country ore, ae Sy — ad * iat PLACE. NDING ~ ot ase ' 
H 
1 
1 
1 
1 
' 
1 
' 
' 


, Belleville, Ontario 5 me i umbaldbee ot 
IS INCLUDED AMONG E WRITE YOUR NAME § ADDRESS IN MARGIN — MAIL TO — 


“ weceencenncenenennnnncennnnnnnncnnceecnnncnnenaennensnces 
THE ESSENTIAL EQUIPMENT GRAY MANUFACTURING COMPANY . HARTFORD I, CONNECTICUT 


DITMARS 
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THE VICTOR SAFE & EQUIPMENT CO., INC. 


NORTH TONAWANDA NEW YORK 


e 
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when you sell National Business Show prospects through the 
October OFFICE MANAGEMENT AND EQUIPMENT SHOW ISSUE 


LOWER SELLING COST because office 
executives who influence or decide the 
purchase of office systems, methods and 
supplies will be interested in the National 


again to remind them of the products that 
interest them most. 


LOWER SELLING COST because OF- 


Business Show at Grand Central Palace, 
New York, October 24-29. These office 
executives can be reached at about 2c a 
call. 


FICE MANAGEMENT will sell those 
buyers who are unable to attend the Show. 
This is an extremely important feature of 


your selling campaign . . . to reach the 
distant or stay-at-home purchaser as well 
as the Show visitor. 


LOWER SELLING COST because OF- 
FICE MANAGEMENT gives manufac- 
turers three-fold selling at the lowest price 
per call—before the Show when buyers 
are planning what to see. During the 
Show when OFFICE MANAGEMENT 
will be on hand with a condensed picture 
of Show features and new product news. 
After the Show when office executives 
will consult OFFICE MANAGEMENT 


LOWER SELLING COST because OF- 
FICE MANAGEMENT gives your adver- 
tisement a 1,000 copy bonus circulation 
at the Show. These 1,000 extra “calls” 
have been established by advertisers as 
outstanding new business getters. 


LOWER SELLING COST because there 
is no other selling medium that concen- 
trates exclusively on the nation’s office 
executives. Even your salesmen must 
diversify their calls. But OFFICE MAN- 
AGEMENT was created for office execu- 
tives, is edited for them, goes directly to 
them—10,000 of them—every month. 


NO INCREASE 
IN RATES. 


FORMS CLOSE 
SEPTEMBER 10 


Your prospects are the men in office man- 
agement. Sell them through OFFICE 
MANAGEMENT —“the office executive's 


own magazine”. 


OFFICE 
MANAGEMENT 
aud Equijomortl 


Dies 
| 


Geyer Publications —susiness MAGAZINE PUBLISHERS SINCE 1877 


New York 10, M. ¥. 
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MEANS SOMETHING EXTRA FOR YOU 


EXTRA SAVINGS 


Plus Computing Machines cost less to buy, give years of 
trouble-free service. That means extra money in your budget. 


EXTRA EFFICIENCY 


Improved keys and touch give faster, more accurate addition, 
subtraction, multiplication. That means extra savings 
in time costs. 


EXTRA FLEXIBILITY 


Selection of special totalizers, as well as standard models in 6, 
9 and 12 column capacities to meet your special needs. 
That means extra efficiency. 


“IDLE KEYS’’ ARE SUBTRACTED (0 add the biggest extra of all! 


Plus, the original part-keyboard machine, has only the first five 
keys normally used in all basic business computations. No matter 
how full-keyboard machines are made, including Plus 
full-keyboard models, operators are taught to use only the first 

5 keys for speed in all the basic, everyday calculations. 

Amazing? but true! So, by subtracting the 6, 7, 8 and 9 keys, 

the Plus part-keyboard gives you a more compact, more 

flexible and far less costly computer . . . as low as $120.00 


To sum up, your best buy is a ‘PLUG 


GETPITISH vept. 229 37 Murray St., N.Y. 7 


Please send me, free, descriptive booklet. 


| 
| 
NAMB....... 1 PLUS COMPUTING MACHINES Ine. 
a | 37 Murray Street, New York 7, N. Y. 
aera ret oteen oe e on aie ka Subsidiary of Bell Punch Company—Established 1878 
ek a dy Sa vane abe Sao aN icd x tackawes | 
I iter ht Shiels Bh ressea ine: G-arata re, Ove.cb wt ade oS ae 
—— | ° 
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C. 


Ee BLUEPRINT FOR SAVING 


The answer, of course, is you. When you figure 
your salary by the hour it makes impressive 
. reading—and is the best reason for surrounding 
yourself with working tools that save you time. 
“Y and E” functional office equipment is de- 
signed to make it easy for you to get things done. 


From the efficient layout of the easy-sliding 
drawers to the restful Neutra-tone gray color, 
“Y and E” equipment works with you. It makes 
your time more productive. It helps you sell your “ 
ideas—because the appearance of a “Y and E” 
office reflects your good taste and succéss. 


Mokers of Quality Filing Systems and Supplies 


PIGS 


e Consult the classified 
section of — telephone 
directory for your near- 
est ‘‘Y and E’’ dealer. 
Look under Filing Equip- 
ment, Office Equipment. 


YAWMAN nD FRBE MFG.(O. 


1045 JAY STREET ROCHESTER 3, N. Y., U. S. A. 
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Just Arrived... 


ee Se e268 8 8 6 4 6S 


Customers who want the finest will want this new 
arrival in the B & P Ring Book Family. 

It’s No. 12 R, with stiff cover bound in rich California 
Redwood, saddle grain Fabrihide with 

brown Skytogen lining. Made in one size only, 

11” x 8%”, 1” capacity. Packed two to a box. Order 
now to complete your Ring Book line. 


August, 199 
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From Underwood Corp. film, “Duties of a Secretary” 


The office must have well-qualified beginners 


THE OFFICE WANTS BETTER GRADUATES! 


By David List 


Business and management analyst 


* IS THERE SOMETHING WRONG with the 
preparation of boys and girls for work in the 
business world? 

Right now all over the country a substantial 
part of this year’s June crop of graduates is 
being absorbed into business from the secondary 
schools—and those hiring them seem to have no 
expectation that they will be any more satisfac- 
tory than their predecessors of recent years. 

To determine just what is the prevailing atti- 
tude on this situation in the New York metropoli 
tan area, containing the nation’s greatest concen 
tration of business offices, I have just completed 
a survey touching on both the office and the sec- 
ondary school side of the question. 

The appalling number of young people who fail 
to adapt themselves to careers in the business 
world emphasizes the need for revision of the 
existing program of vocational education in the 
schools. 

This would seem to be a fair summing up of the 
views of industry executives in the New York 
metropolitan area as well as those of a leading 
group of employment agencies there. 
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Voicing a completely different approach to the 
subject, a spokesman for the New York City 
Board of Education, with experience in handling 
the problems of fifty-four academic high schools, 
made the comment that “perhaps a common diffi- 


Will this year's 
graduates help cut 
“alarming” rate of 
job turnover? Per- 
sonnel people are 
questioning __ effec- 
tiveness of job 
preparation in sec- 
ondary schools. 
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culty on the part of many business men is the 
lack of an effective approach to the problem of 
employee selection.” 

Among the group of personnel experts ques- 
tioned by this writer, there was agreement that 
serious concern was justified regarding the effec- 
tiveness of job preparedness programs now in 
effect throughout the secondary schools. A need 
for better vocational guidance in the schools was 
seen by industry and personnel agency executives 
alike, because of the alarming rate of job turn- 
over among younger employees recently out of 
school. 


James O. Rice 
Secretary, American Management Association 
With as many as 75 per cent of today's high school grad 
ates seeking employment, conditioning of youth for jobs 
m han } nda responsib M 
Rice k 


William D. Ingham, Chairman of the Associa- 
tion of Private Office Personnel Agencies, which 
together with other private agencies has been 
responsible for the placement of more than a 
million employees annually in the New York 
metropolitan area, warned that the poor job 
adaptability which is common among younger 
employees, recent graduates from our schools, 
presents a serious problem today. He said: 

“As citizens, we must fulfill our responsibility 
in providing sufficient funds to education with 
which to adequately attack this problem. If not, 
we may be faced eventually with the greater 
problem of supporting those who, because of this 
lack of preliminary training, become public 
charges.” 

One management executive, commenting on the 
problem of employee turnover in his organiza- 
tion, said: 

“As many as 40 percent of our employees are 
either fired or resign voluntarily because they 


aren’t fit for our business. Many of these are 
youngsters who have been fired or have resigned 
from other jobs. The job history of high schoo] 
graduates who have been in our employ seems tg 
show that many of them have not been suitably 
prepared for the business world.” 

In answer to the views expressed by executives 
representing industry and employment agencies, 
the following statement was issued by a high 
school administrator speaking for the New York 
City Board of Education: 

“The high turnover rate of youngsters in indus. 
try today does not necessarily result from lack of 
adequate training or guidance at the high school 
level. 

“Many business men themselves have fallen 
down in the job of properly evaluating prospee. 
tive employees. 

“Perhaps people in the business world have 
put too much stress on objective methods of 
choosing personnel. In the course of most hiring, 
there is all too little of the personal or human 
approach. Employers and employment agencies, 
more than determining whether a girl can type 
sO many words per minute, ought to find out 
whether the job applicant is the kind of indi- 
vidual that would make an ideal employee. 

“Objective pre-employment tests, fine as they 
are, should be considered along with more sub. 
jective evidences of fitness, such as an anecdotal 
history of the job applicant. Such a record can 
be gotten easily enough from the school, where 
the day-to-day reactions, adaptability, and re 
sponsibility of the applicant have already been 
appraised by a number of trained teachers.” 

Harmon Martin, Chairman of the Educational 
Standards Committee of the New York Personnel 
Management Association, expressed agreement 
with other executives and with officials in the 
Association of Private Office Personnel Agencies. 
Said he: 

“Judging from my own experience, many 
students who go through an academic course of 
training might do better if they were to study 
typing, shorthand, and other subjects included in 
the commercial curriculum of their high school. 
Furthermore, for those students planning to con- 
tinue their education, a knowledge of typing may 
come in handy in the preparation of theses and 
other personal work in college, in addition to 
helping them earn a livelihood. In my opinion, 
there is a need for better vocational training for 
youngsters coming out of academic schools to 
day.” 

“Educators who act in the capacity of voce 
tional advisers to our high school students are 
doing what can be considered a remarkable job 
under difficult conditions,” Mr. Martin continued. 


(Turn to page 54) 
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NEW OFFICES OF GEYER 


In the reception lobby 


PUBLICATIONS 


Exemplify modern trend in color and design 


* ON January 1, 1877, from a one-room office on 
the second floor of a building still standing at 
60 Duane Street in downtown New York, a young 
publisher named Andrew Geyer sent out the first 
issue of a new magazine for commercial station- 
ery and office equipment dealers. 

The new paper prospered from the beginning. 
As the years went by, the editorial ideals and 
policies and the publishing techniques which 
made it popular and prosperous were applied 
successively to magazines in two other retail in- 
dustries and in the field of office management, 
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resulting eventually in the present Geyer Publica- 
tions group of Geyer’s Topics, The Gift and Art 
Buyer, Sports Age, and Office Management and 
Equipment, with merchandise and equipment 
source directories serving these fields. 

The young publishing firm speedily outgrew its 
original office space. A series of removals took it 
from Duane Street to 318 Broadway, to the Flat- 
iron Building at 23rd Street and Fifth Avenue, 
and, in 1927, to 260 Fifth Avenue near 29th 
Street. On June Ist of this year, after a tenancy 
of twenty-two years at that address, Geyer Pub- 
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lications moved to the outstanding new offices at 
212 Fifth Avenue which this article will picture 
and describe. 

Like many another firm in New York and other 
large cities, Geyer Publications dreamed of their 
new offices and planned for them long before it 
was possible to put the plans into effect. Con- 
stant increase in business and in the size of the 
staff led to repeated expansion of space at the 
260 Fifth Avenue location, until finally parts of 
the office area had to be distributed over several 
floors and it became clear that new offices in a 
new location offered the only answer to a vexing 
problem. Then came the war, forcing postpone- 
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Part of general office area 


ment of all plans until war-created scarcity both 
of office space and office construction materials 
would be a thing of the past. 

After careful study of all factors involved, it 
was decided that the new offices should be in the 
same general neighborhood as the old, in a sec- 
tion of the city long stabilized as a wholesale 
and manufacturing headquarters center for large 
numbers of firms in the industries which the 
Geyer Publications cover. 

It proved no easy task to get space of the large 
size required, but eventually a long-term lease was 
signed early this year for the entire eighth floor 
at 212 Fifth Avenue, at 26th Street, a twenty- 
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In the production 


story corner office building overlooking Madison 
Square and extending from Fifth Avenue to 
Broadway, just two and a half blocks from the 
former location, and the nationally known archi- 
tectural firm of Kenneth H. Ripnen Co., New 
York, was selected to design the new offices. 

In layout, equipment, lighting, and decoration, 
these offices most successfully incorporate the re- 
sults of the long experience of Mr. Ripnen and 
his associates in creating scores of the country’s 
finest offices, as well as those special ideas on 
the requirements of a publishing house headquar- 
ters drawn from Geyer Publications’ seventy-two 
years’ experience in the business paper field. 
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Section of the accounting department 


The block deep area within which the Ripnen 
organization has so brilliantly translated its cli 
ent’s desires into actuality provides total usable 
floor space amounting to 60 per cent more than 
that available in the former location. The entire 
floor has exceptionally good light and air, thanks 
to large windows running along the Broadway, 
26th Street, and Fifth Avenue frontages, the 
latter looking out over the wide, tree-covered ex- 
panse of Madison Square. 

Six Otis elevators provide access to the offices. 
Four of them are passenger elevators, opening 
into the reception lobby. The other two, for 
freight, open into the mail and shipping depart- 
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ment, on a corridor away from office traffic. 

Reference to the detailed floor plan herewith 
will indicate just how skillfully the entire office 
area has been utilized for the special purposes of 
this publishing firm. 

Entrance to the office is through the large and 
attractive reception lobby, controlled by the re- 
ceptionist and switchboard operator seated behind 
sliding plate glass panels set in a translucent 
fluted glass screen which forms the north wall of 
the lobby. Just inside this wall is one of the 
general stenographic and clerical areas, extending 
east toward the Fifth Avenue end of the floor. 

Offices for editors take up most of the Fifth 
Avenue frontage and are so located that they are 
to all intents and purposes isolated from any 
possibly disturbing inter-office traffic. The office 
of the general manager, adjoining that of the edi- 
torial director, occupies the corner of the floor, 
overlooking both 26th Street and the Avenue. 
Beyond it, going west toward Broadway, is the 
office of the advertising director and a large com- 
bination conference room and library. 


9204. |, ee est 


With its capacious built-in bookcases, the ¢op. 
ference room serves admirably also as the library 
of Geyer Publications. Here are kept the bound 
volumes containing every issue of all the com. 
pany’s publications back to the first issue of 
Geyer’s Topics almost three-quarters of a century 
ago. 

In its function as a conference room, this room 
provides for meetings of the company’s officers 
and for the regular weekly meetings of depart. 
ment heads, at which editorial, advertising, and 
circulation problems are discussed. As a courtesy 
to associations and other organizations in the 
various fields which the magazines serve, Geyer 
Publications also make this room available on re. 
quest for their committee and other group meet. 
ings. 

Beyond the conference room and library there 
follow in order the offices of the various publica- 
tion advertising managers and their secretaries, 
the sales staff offices, the art department, and the 
production department, all stretching along the 
26th Street side. 


Corner of general manager's office 
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Another view in office of general manager 


The accounting department has a large room to 
itself at the Broadway and 26th Street corner of 
the floor. The circulation department occupies 
most of the Broadway frontage. A special room, 
acoustically treated, was built at the rear of the 
circulation department, to control the noise of 
various machines used by the department. 

Just inside the door leading from the reception 
lobby into the general office area is the readers’ 
service department. 

The mail and shipping department, with large 
adjoining storage rooms, is located near the circu 
lation department and the general stenographic 
and clerical areas. 

Coat room, lavatories, and lounge rooms open 
off corridors along the south edge of the floor. 

The area containing the mail and shipping de- 
partment and the storage rooms is walled off 
from the rest of the offices as a safeguard against 
noise and for protection of access to this are: 
Modern metal counters, shelving, and bins ere 
installed here, with a variety of efficient machines 
and devices for the speedy handling of work. 
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Division of the floor space into the various re- 
quired units has been accomplished through a 
combination of new walls, erected full height, of 
3-inch gypsum plasterblock, finished in white- 
coat gypsum plaster, and flush metal movable 
bank-screen type partitions 5 feet 9 inches high, 
the upper 25 inches of which is of fluted translu- 
cent glass. These partitions are provided with 
swinging doors. 

The over-all layout of the offices is such that 
the work of the organization flows with the utmost 
smoothness and efficiency through the various de- 
partments. In the weeks that Geyer Publications 
have already been in their new headquarters, the 
increased facilities for work performance which 
these offices give have brought high praise from 
everyone on the staff. 

One of the unusual features of the new offices 
is the satisfactory use which has been made of 
color throughout. Careful attention was given 
from the beginning of the planning to the matter 
of color selection, and a harmonious, pleasing 
scheme was developed which adds to the general 
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General over-all dimensions of the office area are 56 feet on Fifth Avenue, 


PLAN 
of 


Geyer Publications 
New Offices 


effect of spaciousness and to the visual pleasure 
and comfort of all who work in the offices. Spe- 
cial effort was made to increase the attractiveness 
of the offices to employees by making it possible 
for them to see from their work stations at least 
one other color than the one immediately at hand. 

All colors were meter-tested for proper relation 
to the level of office illumination desired. 

In the reception lobby, the elevator walls are 
painted in midnight blue, the other walls in bright 
forest green. In the general areas of the office 
some of the walls are painted a soft grey-green 
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enue, 155 feet on 26th Street, 60!/ feet on Broadway, and 134 feet on other wall 

sure | while others are finished in a greyed corn yellow. for maximum light reflection and refreshing con- 

Spe- | The offices of the editorial director and the ad- trast. 

mess | vertising director have walls of Colonial buff. In Draperies at the windows of executives’ offices 

sible the general manager’s office the walls are painted and in the conference room and library are in 

least ina fresh tone of pale blue-green. The conference tones matching the colors of these rooms. 

and. room is done in a dusky green. Before painting, Through most of the area, ceilings were left at 

ition ] the walls in the reception lobby and the general the original height of 11 feet 914 inches. The 
»  Manager’s office were prepared with painter’s reception lobby, the general manager’s office, and 

are canvas. the conference room are provided with furred 

ight Steel partitions throughout are finished in a ceilings of acoustic tile in 12-inch squares hung 

ffice soft grey-green enamel. on metal furring strips at the 9-foot level. 

reen Ceilings throughout are of off eggshell white, (Turn to next page) 
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The lighting scheme of the offices is designed to 
give the maximum degree of illumination without 
glare. 

In the general office areas, 4-tube fluorescent 
fixtures with fluted glass bottom and side panels 
are hung on 30-inch hangers, one hanger per fix 
ture, and two fixtures to each 8-foot unit. 

In the general manager’s office the fixtures are 
of the 3-tube type, installed flush with the ceiling 
in two rows, two fixtures to a row. There is one 
such row of fixtures in the conference room. All 
these fixtures have hinged drop-panels for main- 
tenance convenience. 

Lighting in the reception lobby is from six 
Holophane lens-type flush incandescent fixtures 
sunk in the furred ceiling, plus three incandescent 
spotlights, which are focused on the magazine 
display rack. 

This specially designed display rack, incident- 
ally, is ingeniously constructed of plywood bent 
over a form and covered with monks-cloth, and 
fitted with shelves of perforated satin-finish alu- 
minum. A transparent Lucite cover hooked to the 
top flange of the rack protects the magazines. 
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Corner of Geyer Publications conference room 


ee 


PAGE OPPOSITE: 
Top: Office of editorial director. 


Bottom: Office of advertising director. 


The placement of the fluorescent lighting fix- 
tures received particularly careful attention, with 
two main objectives in mind. 

One was to give to each desk in the offices the 
full benefit of lighting from directly overhead or 
from a position somewhat to the front of the desk. 
Every desk is bathed in full shadowless light of 
40-foot-candle intensity at desk level, obviating 
any necessity for auxiliary lighting. The other 
objective in the arrangement of the fixtures was 
to diminish the observer’s awareness of the plas- 
tered beams and sprinkler pipes which are part of 
the standard ceilings. Thanks to the suspension 
of the fixtures 30 inches below the ceiling level, 
and to their studied positioning and spacing, 4 
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pleasing effect of ceiling uniformity is achieved 
throughout, tying in both those areas where hung 
ceilings have been provided and those where the 
ceilings have been left structurally unchanged. 

The simple molding and graceful proportions of 
these fluorescent fixtures blend gracefully into the 
general architectural scheme. 

The woodwork in the reception room is dark 
smoked walnut, rubbed with whiting to bring out 
the grain. Lobby doors and the doors to all ex 
ecutive offices and the conference room are of 
fire-proof birch. Special birch is used for wall-to- 
wall radiator enclosures in the general manager’s 
office and the conference room, with space not 
occupied by the radiators fitted with flush doors 
as storage space. Built-in bookcases in the con 
ference room are of birch to match the radiator 
enclosures. 

The reception lobby floor is laid in 1g-inch rub- 
ber tile in 12-inch squares of a marbleized pattern. 
Floors in the general areas are of asphalt tile in 
9-inch squares, also in a marbleized pattern. The 
offices of the editorial director and the advertising 
director are carpeted in a green twist broadloom, 


the general manager’s office and the conference 
room in a warm gray twist broadloom. 

Venetian blinds are installed on all executive 
office windows and on the windows of the confer- 
ence room and library. These are of the full-span 
type, of wood painted to harmonize with the room 
color scheme. Linen shades are used at all other 
locations. 

Three-speed oscillating electric fans are dis- 
tributed on wall locations throughout the office, in 
such a way as to insure an even flow of air with- 
out disturbing drafts. 

Ample wall sockets have been installed, to make 
possible the use at any location of any desired 
electrical machine or device. 

An unusual feature of this building is a large 
fireproof vault on each floor, provided with a com- 
bination lock. In the layout of the Geyer Publica- 
tions offices, this has been fitted up as storage 
space for the more valuable records of the organi- 
zation. 

Refrigerated drinking fountains are installed 
at two locations on the floor, toward the Fifth 


One of offices used by editors 
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Section of circulation department, Geyer Publications 


Avenue end in a corner of the coat room, and to- 
ward the Broadway end, between the circulation 
department and the mail and shipping depart- 
ment. At the latter location there is also a Coca- 
Cola dispensing machine. 

Ample telephone facilities have been provided 
for the needs of all departments. 

The PBX switchboard is of the double position 
type. It has fifteen trunk lines and is of 80-exten- 
sion capacity. Direct tie-lines are provided for 
quick communication between the editorial and 
production departments and Geyer Publications’ 
printers. 

Masonry contractor in the construction of the 
office was J. Sweet & G. Levine, Inc. Movable 
metal partitions were supplied by E. J. Boyle Co. 
Carpentry and millwork was done by Juno Wood- 
working Co., which also installed the lobby wall 
Screen of Mississippi Glass Co.’s Satinal-Flutex 
glass. Hung ceilings are of Acoustone-F, a U. S. 
August, 1949 


Gypsum product, installed by Waldvogel Bros., 
Inc. Linolite fluorescent lighting fixtures were 
provided by the Frink Corporation. Frink 
also provided the Holophane lens-type incandes- 
cent fixtures in the reception room. McPhilben 
Mfg. Co. provided the spotlights which direct 
attention to the display rack in the reception 
room. Fans are Westinghouse, from Westinghouse 
Supply Co. of New York. Electric wiring and 
installations were done by Forest Electric Co. 

The reception room floor is covered with Hood 
Rubber Co’s rubber floor tile and the general 
office areas with David E. Kennedy Co.’s Ken-Tile. 
All tiling was laid by C. H. Schmitt & Co. 

Floors in the offices of the editorial director, 
the manager, and the advertising director, and in 
the conference room are covered with Mohawk 
Assembly Twist broadloom, installed by Regan 
Carpet Co. Fabrics from Dan Cooper and F. 
Schumacher were used in draperies installed by 
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Kay Draperies. Venetian blinds equipped with 
the Lorentzen Hardware Mfg. Co.’s Levolors were 
supplied by Air-Deflector Ventilator Co. Metal 
radiator enclosures were built by I. Wenig & Sons, 
Ine. 

The display rack for publications in the lobby 
was constructed by Bronze-Craft Co., Inc. Kel- 
vinator water coolers were supplied and installed 
by Boston Water Purifier Co. Electime Corp. fur- 
nished the Telechron office clocks. 

All these suppliers and contractors are located 
in the New York area. 

The task of moving furniture, equipment, and 
supplies from the old offices to the new was ac- 
complished quickly and efficiently by the Weiss- 
berger Moving & Storage Co. 

The steel and wood furniture and the business 
machines and devices are in part equipment moved 
from the 260 Fifth Avenue location and in part 
new material—all procured from a variety of 
manufacturers and suppliers too numerous for 
mention here, but representing a comprehensive 
cross-section of the office equipment business. 


The seventy-two years which have gone by 
since the establishment of the Geyer organization 
have spanned the entire evolution of the American 
office from the traditional drab counting house 
concentrated on the bookkeeping function to the 
vital center of management direction and contro] 
which it is today. In their publishing connection 
with the fields of office management and equip- 
ment Geyer Publications have recorded that evo- 
lution, and it has also been mirrored graphically 
in the offices which this publishing house has suc- 
cessively occupied down through the years. 

Today the American office avails itself of the 
latest developments in architecture and layout 
and in machines and equipment to become not 
merely an area in which vitally important work is 
performed smoothly but one in which just as 
much attention is given to the performance of it 
comfortably and pleasantly. 

In their new offices, Geyer Publications feel, 
these primary considerations of modern office de. 
sign and construction have been most satisfac- 
torily provided for. 
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NEW ELECTRONIC 
CARD SELECTOR 


* A FUNDAMENTAL ADVANCE in the or 
ganization, storage and dissemination of know] 
edge is foreseen in an “electronic brain” machine 
developed jointly by the U. S. Department of 
Commerce and the U. S. Department of Agricul- 
ture. 

The machine stores vast amounts of scientific 
information in its system, automatically “pores” 
over it, selects what is sought after by its opera- 
tor, and then hands him copies of what he wants. 

Known as the Rapid Selector, the device was 
developed from principles originated before the 
war by Dr. Vannevar Bush, then at the Massa 
chusetts Institute of Technology. 

The Office of Technical Services of the U. S. 
Department of Commerce, under the direction of 
John C. Green, appropriated more than $75,000 
for the perfection of the machine, which was 
developed by Engineering Research Associates of 
Minneapolis, Minn., under the supervision of 
Ralph R. Shaw, librarian of the Department of 
Agriculture. 

The Rapid Selector makes use of 
35 mm. motion picture films, 
which can be “stored” the contents of 
500,000 conventional library ear’s. 


standard 


almost 


From Authenticated News 


on each reel of 


Sample of coded master film (magnified). 


The operator of the machine, wishing to obtain 
everything the selector possesses on a particular 
subject, places a master key card in the mechan- 
ism. The selector’s photo-electric eyes then scan 
the film at a rate of more than 60,000 subjects a 
minute, automatically select the desired frames, 
and copy them on a separate film through the use 
of high-speed photoflash techniques. 
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Mr. Shull at his des‘. 


STANDARDS TO MULTIPLY 
OFFICE EFFECTIVENESS 


By ROBERT E. SHULL 
Office Service Department Manager, Socony Vacuum Oil Co., Inc., New York 


First of two articles. The second will appear in September. 


% STANDARDS are not exactly new—even our 
Creator had a fairly good understanding of them. 
Witness the number and location of arms, legs, 
and vital organs of the human being! This cer- 
tainly is of help to the dentist and doctor, to say 
nothing of the tailor, the shoemaker, the chair 
manufacturer, and so on. The first reference made 
to office standards that I have been able to find was 
in 1915, when William H. Leffingwell observed 
their usefulness to the office. The first genuine 
effort toward national uniform office standards 
was started by E. B. Gage, O. J. McMunn, and 
E. H. Connaroe and culminated in the formation 
of the office standards project in 1947 under 


These articles are based on an address by Mr. Shull at the 
Time and Motion Study Conference of the Society for Advance- 
ment of Management held in New York this April. 
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American Standards Association procedures, with 
the sponsorship of the National Office Manage- 
ment Association. 

In New York in April, 1948, a group met to 
uncover the problems encountered in the first year 
of the office standards project. Later a group 
analyzed the problems and offered solutions. It 
was observed that the concerns and organizations 
most willing to contribute time to the office stand- 
ards project were those who had a well-developed 
company standards program. They had worked 
on standards to the point where they recognized 
the limitations of their own efforts. A need for 
nationally uniform office standards became obvi- 
ous to them. They had discovered the term “en- 
lightened self-interest.” One of America’s top 
executives has expressed this as a need for bi- 
focals in our business, in order that we may see 
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PROCEDURE FOR ESTABLISHING AND MAINTAINING 
OFFICE AND CLERICAL STANDARDS 


Definition 


Standards are specified methods and conditions, or meas- 
ures for objects and performances. They are used as 
patterns for the solution of recurrent problems and/or the 
attainment of predetermined objectives. They are adopted 
as the result of careful evaluation of the pertinent data 
by qualified representatives ot the interests involved and 
are in written form. 


Basic Steps 


Observation of unsatisfactory conditions in an office 10. Consultation with responsible person and circulation 
or clerical operation. of tentative standard. 
2. Recognition of the problems that a standard will solve. 11. Consolidation of comments. 
3. Analysis of needs and recommendation for standards 12. Preparation of standard. 
program. = — ; 13. Designation of standard as official. 
4. Authorization for standards project. — (4 Publica: cal dettallen ab ide tended. 
5. Development of program for collection of facts. “ 
6. Collection of facts. 13. — ; Se 
7. Analysis of facts and preparation of tentative standard. 16. ¢ Installation and maintenance of official standard. 
8. Testing of tentative standard. 17. 
9. Evaluation of tentative standard. 18. Review of standard. 


Persons Responsible and Detailed Functions 


PERSON RESPONSIBLE PERSON RESPONSIBLE 
Accounting or office manager 
Any employee (the major portion of this responsibility falls 
on methods and standards personnel). FUNCTION 


FUNCTION 2. a. Recognizes and defines apparent need for an office 
standard, or change in present standard. 


Observe such things in offices or clerical operations as: The need for a standard will be suggested by the 


a. New ideas or new products following possibilities: 

b. Recurring “emergencies” 1. Solution of a problem recurring at one location 
c. Many different forms or articles for similar purposes 2. Solution of a single problem occurring at more 
d. Crowded files than one location 

e. Bottlenecks 3. Prevention of the recurrence of a specific short- 
f. Difficulty in meeting schedules coming or failure 

g. Uneven work loads 4. Prevention of the eccurrence of an anticipated 
h. Delays problem 

i. Frequent mistakes or errors 5. Prevention or reduction of confusion resulting 
j. Need for frequent retraining from nomenclature, methods or obsolete policy 
k. Frequent complaints 6. Improvement of existing methods, equipment or 
\. Hazards supplies 

m. Annoying distractions b. Determine items which fall into these categories: 
n. Quality deficiency 1. Office Furniture 

o. Quantity deficiency 2. Business Machines and Appliances 

p. Poor office atmosphere 3. Office Supplies 

q. Inappropriate or obsolete equipment 4. Forms and Office Papers 

r. Inconveniences 5. Communication Equipment and Practices 

s. Wasted time or materials 6. Office Environmental Factors 

t. Unsatisfactory or clumsy arrangement 7. Records and Reports 

u. Questionable practices 8. Office Practices 

v. Faulty customer relations States apparent need and forwards recommendations, 
w. Duplication of effort with any research and test results, through reguiar chan- 
x. Uneven work distribution nels, to: 

y. Inadequate or obsolete forms or supplies 

z. Misuse of equipment, forms, supplies PERSON RESPONSIBLE 


Calls attention to conditions and forwards recommen- 
dations, if any, through suagestion system or regular 
channels, to: (To be continued in September) 


Analyst, systems department, at home office. 


the ¥ 
This is the first section of the detailed procedure for the 
establishment and maintenance of office and clerical stand- 
ards which Mr. Shull will discuss in his article this month 
and next. 
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not only the goings on of our own business, but 
also its greater contribution to society considered 
as a whole. 

It seems reasonable, then, to assume that one 
of the supporting phases of the development of 
national office standards is the encouragement of 
company standards programs. And the encour- 
agement of company standards programs seemed 
to need an interpretation of those problems of 
the office that could be solved by standards. 

For this reason a small group took upon them- 
selves the job of putting into writing a procedure 
for establishing company office standards which 
would take every-day office problems and attempt 
the development of standard solutions for them. 


Definition 


The first obstacle was the lack of a satisfying 
definition. To each of the group, standards meant 
something different—standard costs, standard 
practices, standard units of measure, standard 
methods, standards for physical equipment, stan- 
dard nomenclature, standards of performance. 
Undoubtedly one of the best definitions is the 
one of M. L. Cooke’s found in Leffingwell’s 
Office Management Hand Book, but it is long. 
It was also agreed that all the definitions boiled 
down to the fact that a standard is really 
“the one best way.” For a short, simple state- 
ment that can be remembered “The One Best 
Way” is excellent. But it was felt that this defini- 
tion sacrificed too much to simplicity, and so a 
new definition was created. It stands at the 
beginning of the draft Procedure for Establish- 
ing and Maintaining Office and Clerical Standards 
which will be reproduced in full in the course of 
these two articles. This definition and the Pro- 
cedure have gone through three revisions, the last 
at the hands of some twenty-five different com- 
panies. The Procedure, which I have space only 
to discuss briefly, is not meant to be of such a 
nature that just any and all companies can put 
it into effect as is. Rather it shows the steps 
that can be used in formation of standards. It is 
believed that it embodies the modern democratic 
concept of standards, as applicable to the office. 
It is recognized that it is detailed, but that was 
intentional in order that its use would entail only 
its contraction. 

As you read through the definition, I suggest 
you underline the words “recurrent,” “careful 


evaluation,” “qualified representatives,” and 
“written form.” These are the key words in the 
definition. 


When we begin to recognize office problems 
that are “recurrent,” we are well on our way to 
standards. Recurrent problems are not always 
obvious. The words “careful evaluation” and 
“qualified representatives” need no comment. 
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When standards are in “written form” they 
become “corporate memory.” As_ individuals 
change from job to job, written standards giy 
successors a platform of “best ways” to star 
from. 

The research or scientific method for the goly. 
tion of problems again appears as We scrutinize 
the eighteen points shown as basic steps in the 
Procedure. Items numbered 1, 2, 3, and 4 are 
the statement of the problem. No. 5 is analysis 
of the problem. No. 6 is collection of facts, ang 
part of No. 7. is analysis of the facts. Forming ¢ 
conclusion is the remaining portion of No, 7, 
Testing the conclusion is embodied in Nos, 8, 9, 
10, and 11. Reducing the conclusion to writing is 
the theme of Nos. 12, 13, and 14. The remaining 
steps are concerned with installation and mainte. 
nance of the standards. 

Establishing a standard is no different than 
solving any other problem. It just means that the 
one solution will be used for future problems. 


Detailed steps 


Let us look at the detail of the steps through 
No. 2. (The remaining steps will be covered in the 
September article). Each step shows the typical 
person that might be responsible for the opera- 
tion or function. For example, the very first 
function can be performed by any observant per- 
son. The twenty-six items might just as well be 
sixty-two or some other figure. There is no par- 
ticular order to them. They are in reality a 
series of every-day office problems stated in the 
vernacular—stated in terms that all of us under- 
stand. The job here is to translate from the ver- 
nacular to terms of standards. 

Space permits the discussion of only a few of 
the items listed, so let us first look at “*j”—‘Need 
for frequent retraining.” Enough voices, from 
enough companies, could bring about one 10-key 
keyboard instead of the many arrangements we 
now have on adding machines, key punches, and 
bookkeeping machines. They probably are all 
good, but they cannot all be the “one best way.” 
One arrangement would save countless hours of 
retraining; many more hours could be gained 
from increased efficiency. Going back just a little 
further, “the one best keyboard” would allow 
schools to train on the fundamental keyboard. 
They cannot possibly develop proficiency on all 
keyboards. 

Let’s move down the list to “p’”—‘‘Poor office 
atmosphere.” What does that mean to you? Poor 
ventilation, or poor relationships between people? 
It doesn’t matter—and if it means something 
different to you each time you read it the more 
standards you will have. A poor condition of any 
kind means a problem recurring continually. 

(Turn to page 60) 
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Webster Electric Co.'s 
Teletalk system. 


ms 


TOOLS OF THE OFFICE 


No. 8 in a series covering available types of office machines and equipment 


Intercommunication 


Systems 


The Autocall Co., 937 Tucker Ave., Shelby, Ohio 
The Autocall 


@ Consists of a “code-sending” device located convenient 
to telephone operator; electrically connected to audible 
signals. Signals are located strategically throughout com- 
pany premises so that, regardless of one’s whereabouts, he 
is always within hearing of one of the signals. Operator 
is thus able to locate an executive regardless of where he 
may be. Also have specially arranged codes to announce 
conferences, etc. 

The Model 37 central sending station is available in coding 
capacities of from 10 to 90 calls. The standard models will 
page 10, 20, 30, 45, 60, or 90 individuals: 


Automatic Electric Sales Corp., Chicago 7 
P-A-X Interoffice Communicating Telephones 


@ For interior use in offices, stores and factories. P-A-X 
can provide telephone systems of any capacity, from as few 
as 5 or 6 telephones to large installations of over 2,000 tele- 
phones. Telephones, wiring and switchboard constitute an 
installation. Standard telephone equipment, exactly as sup- 


Automatic Electric Corp.'s Standard P-A-X. 
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plied by the manufacturer to thousands of public telephone 
exchanges all over the United States and in many foreign 
countries. 

P-A-X consists of completely automatic dial telephones. 
No operator. P-A-X offers telephone communication 24- 
hours-a-day. Operates from any commercial power source. 
P-A-X price is dependent on the size and complexity of the 
individual installation. Delivery for small installations and 
certain larger ones available in four weeks. Large installa- 
tions are tailor-made, with longer deliveries. 


David Bogen Co., Inc., 663 Broadway, New York 
Models 11X and 21X Communo-Phones 


@ Dimensions: height, 83s”; width, 934”; depth, 1034”. Func- 
tionally styled, furniture-finished wood cabinets of walnut. 
Operation is simple. Individual initiating call depresses ap- 
propriately marked push-button selector, lightly touches 
Talk-Listen Bar, and is instantly in contact with remote 
station. Both hands may be kept free by easily sliding Talk 
Bar into lock-in position. This is most useful when dictating 
letters or issuing instructions. Speed, extreme flexibility and 
complete privacy feature performance of the “X” series 
Communo-Phones. Master stations cannot be eavesdropped 
upon without consent. For additional privacy, each master 
station may be equipped with a plug-in “UX” handset 
which makes confidential conversations possible without be- 
ing overheard by visitors seated near the equipment. A 
useful feature is the Discrete Busy Signal System (built 
into the “X” series master units) which instantly informs a 
master that a remote station is engaged in conversation. 
When an indicating light flickers, the master then knows 
that the remote is listening and may be interrupted, if 
necessary. 

Voice is reproduced naturally and the desired volume level 
may be quickly adjusted by means of a handy knob. Ap- 
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Henny 


Only ROBERTS -/- 


a choice of 


COMPLETELY AUTOMATIC 


NUMBERING 


200032 
MACHINES 


The instant automatic action of the Rapid- 
print machines enables a heavy volume of 
work to be efficiently handled. Most offices 
will be amazed at the increased efficiency that 
these machines offer. They enable office work- 
ers to be “white collar” workers instead of 
laborers, and enable less time to be spent on 
routine jobs. 


Write for further details on this new 
Rapidprint Line 


ROBERTS NUMBERING MACHINE (CO. 


700 JAMAICA AVE. BROOKLYN 8, N. Y. 
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proved by the Underwriters Laboratories, the “X” series 
Communo-Phones lend themselves to a wide variety of appli- 
cations. Masters may call all other masters or remote sta- 
tions—remote stations may initiate cal!s to one or more mas- 


Model 11X Communo-Phone of the David Bogen Co. 


ters—additional masters and remote stations may be added as 
required. System may be set up so that master cannot listen 
in on a remote station without latter’s knowledge, or con- 
versely, remote station can be wired so that replies may be 
made up to 20 feet from unit. Model 11X has 10 station 
selectors, model 21X has 20 station selectors. There are other 
models. Price: 11X master, $90; 21X master, $112.50; remote 
unit, $19.50 to $40 list, each depending upon the number 
of master stations to which they may selectively initiate calls. 


Dictagraph Products, Inc., 580 Fifth Ave., New York 19 
Executive Station 


@ Dimensions: twelve call, 14” x 434” x 9”; twenty call, 
1814” x 434” x 9”; thirty call (double row keys), 143/16” x 
812” x 9”; forty-six call (double row keys), 18 11/16” x 8” 


The Dictagraph Corp. Executive Statior. 


x 9”. Encased in modern design, solid walnut cabinet, or 
especially finished to coincide with the decorative surround- 
ings and furnishings of the executive’s office. Immediate 
contact—without handset or talk-listen keys—permitting 
free-flowing two-way conversation. This instrument pro- 
vides executive right-of-way, automatic memorandum of 
calls in the event person called is away from his desk, con- 
ference and privacy handset operation when privacy is de 
sired. 
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Intercommunication Systems 


Special Paging Systems, in ccnjunction with intercom- 
munication, are provided where the communications problem 
involves locating roving personnel. 

Special systems for hospitals, schools and institutions are 
also available. 


Edwards & Co., Inc., Norwalk, Conn. 
Limited Selector System No. 4 land others) 


e@ Cradle desk telephone (4072 or 4073) is 544” high, by 
9’ wide x 5” deep. Weighs about 5 lbs. No operator. As 
many as thirteen stations may call each other, but only one 
conversation may take place at a time. All Bakelite case. 
Names of other parties on line and push buttons located 
on inclined front. Furnished completely wired with six 
feet of flexible cord to connector box (4072 is surface type 
box; 4073 is flush type). This type comes in 4, 8, and 12 
button type models. 


No. 4075 
Suspended handset type desk telephone. Switch mechan- 


ism is separate from cradle. For mounting on side of desk 
or table. 

This company also has a line of unlimited type systems 
where as many as twenty stations may call each other, 
with no limit to the numbe: of conversations at a time. 
Automatic busy signal. Also centrally controlled systems. 


Edwards & Co., Model 4075. 


Executone, Inc., 415 Lexington Ave., New York 17 
Model 1100 Executive Intercom Station 


@ Dimensions: 10%” high, 915” wide, and 9” deep. Housed 
in an acoustically designed, hand-rubbed walnut cabinet 
with harmonizing plastic controls and bronze escutcheon. 
Used in a system of 12 stations, this unit provides facilities 
for private, two-way voice communication with any com- 
bination of 11 other similar executive or staff stations. Con- 
venient push-buttons identifying each station, enable ex- 
ecutives to originate calls selectively. By flicking a toggle 


switch, an executive can receive calls and reply remotely 
from across the room, without approaching the unit to de- 
press the talk key. The users of remote or trumpet type 
staff stations in this system, can also reply to calls remotely 
without leaving their work to approach their station. An 
automatic light signals when the station called is busy. 
However, any two stations in the system can carry on simul- 
taneous private conversations, thus as many as 6 independent 
two-way conversations are possible at the same time in a 


system employing 12 stations. Price $85 per station. 
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Executone's 1100 Intercom. 


Intercommunication System of America, Chicago 16, Iil. 
Model 2520EN Executive System 
@ Master Station (2520EN) 14” long, 7” high, 6%” deep. 
Sub-Station (2520AN) 7” wide, with sloping waterfall front, 
8” high, 6” deep. Plywood cabinet, walnut finish. 10 station 
push button selector with 2 buttons each to contact 5 stations 
simultaneously. Master with up to 10 remote or sub-stations. 
Master or remotes can originate calls. Each remote can be 
connected as open or private; that is, so that master can 
carry on conversation without it being necessary for called 
party to approach the sub-station, or so that called party 
must press talk switch to talk te master. These require 3- 
conductor cable. Also special sub-station, executive, using 
4-conductor cable, whereby operator at remote or sub-station 
can make it either open or private whenever desired. 
Straight AC operated amplifier employing 5Y3, 6SJ7 and 
6V6 tubes with 4 ohm input and output transformers and 
using 5” speaker with 4 ohm voice coil. Input transformer of 
hum bucking type in potted cylindrical can. 6-8 volt on off 
pilot lamp operated off 6.3 volt transformer winding. Three 
position talk-listen switch. Horizontal to receive; down 
against spring action to talk (normal use); up to dictate 
or talk without it being necessary to hold switch. No sound 
heard at master when all buttons are released and set is in 
standby. Separate incoming and outgoing volume controls. 
(Turn to next page) 


Model 2520 EN of Intercommunication System of America. 
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Intercommunication 


Systems 


Master Station, 2520EN, $69.95 each. 
(executive type), $21 each. 


2520AN sub-stations 


Wm. M. Smith Co., Broomall, Pa., distributors for 
Lyman Electronic Corp. 
Callmaster, three models 


@ All Callmaster units, masters and subs, are contained in 
cabinets 7” wide, 5” high, and 3” deep. Cabinets are molded 
phenolic. mahogany color. For standing on desk or for 
wall mounting by means of hidden rear brackets (demount- 
able). Mcdel CM-10, a master and single sub-station: 
CM-20, a station selecting master, incorporating a selective 
dial for selection of any of six stations for private conversa- 
tion, an “All” position for paging to all stations simultan- 
eously, and a “Silent” position to preclude unwanted sounds 
from sub-stations reeching the master. CM-20-S sub-sta- 
tions are equipped with a call-origin key. CM-30 units 
are all masters. Up tc seven may be incorporated into a 
system. Any station can call any other, by use of the 
station-selector, any can page all stations simultaneously. 
Volume control; push-to-taik button on top. On master— 
push-to-talk, release to listen. On sub—no manual handling 
except on originate calls. Interconnecting cable for voice 
conduction. Operates on radio-like principle. Full two- 
way conversation possible at distances up to 2000 ft. be- 
tween stations. Contains three standard radio tubes and 
4” speaker. Can be heard at distances from fifty to 150 ft. 
away from stations depending on surrounding noise level. 
Figures and words come through clearly. Operates on 
110 volt AC or DC. Uses 25 watts per hour. Fully guar- 
anteed under standard RMA policy. No. AC power run- 
ning in lines to sub-stations. Prices: CM-10 package con- 


tains, master, sub-station and 50 ft. connecting cable. Price 
Sub-stations, 
CM-30, each master station, $39.95. 


complete $39.95. CM-20, master only, $39.95. 
$10.95 each. 


A Lyman Electronic Callmaster model. 


Mark Simpson Mfg. Co., Inc., 32-28 49th St., 
Long Island City 3, N. Y. 


Con-Fer-Phones 
@ Dimensions: Master, 125s” x 74%” x 512” high. Remote, 
4 656” x 714" x 514” high. Finished in walnut hammertone. 


-_ Baked white enamel finish also available. 
— There are two (2) basic systems; one for up to six (6) 
stations, known as model JMP-6 and one for up to twelve 
(12) stations, known as model JMP-12. 
These systems are completely flexible and can be adapted 
for any combination system. User can intermix master with 
remotes or masters, in any combination desired. Features to 


40 OFFICE MANAGEMENT AND EQUIPMENT 


be found in this equipment, together with physical dimen- 
sions and list prices, follow: 
For master-to-master-to-remote “inter-mix” installation; 


Con-Fer-Phone, by Mark Simpson Co. 


for master-to-master installation; for master-to-remote in- 
stallation; remote stations for two-way conversation with 
masters; remote station can originate call to masters; mas- 
ters may have personal remotes; push button station selec- 
tion; press-to-talk switch with dictate position on master; 
individual or group conversations; volume control with on- 
off switch; and on-off indicating light. AC-DC operation, 

Prices: JMP-6 six station master with tubes, $57.95; JMP- 
12 twelve station master with tubes, $67.95; JL remote less 
call switch, $12.75; JS remote with call switch, $14; JS-6 re- 
mote with 6 position master station selector and call switch, 
$19.95. 


Modern Telephone Corp., 509 Madison Ave., New York 22 
Inter-Office Phone System 

@ Permit two-way natural conversations without use of the 
usual push-to-talk key. Designed primarily for executives 
and their staff members, the name of the caller lighis up on 
the executive’s instrument, leaving him free to refuse the 
call, if he is busy, and pick it up later. No one can cut in 
on the executive but he can link himself with his staff when 
desired without eavesdropping, even when they are con- 
versing with each other. This is done by means of a light 
signal on each staff station, which indicates to the staff 
member who is called, that his conversation should be ter- 


A handset system by Modern Telephone Corp. 


minated quickly as the boss is trying to call him. The equip- 
ment is interconnected so that any staff member can con- 
verse with any other and as many conversations can go on 
at once as there are pairs of instruments. 
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Intercommunication Systems 
— — 
National Intercommunicating Systems, Inc. Radio Corp. of America, Camden, N. J. 
“a 1531 Devon Ave., Chicago 26, Ill. Standard Intercom System 
Model No. P630 PBXC iw m —_ ; - @ Dimensions, 10” long, 7” deep, and 6” high. Finished in 
tion; @ Dimensions are 1414” x 714” x 67%”. Cabinet is hand- matte black with bright chrome grille. The master unit con- 


rubbed solid walnut and walnut veneer. Push-button opera- 
tion. New product. 
This particular system saves two operations every time a 


sists of a three-stage resistance-coupled audio amplifier with 
a power supply, and a loudspeaker-microphone. The am- 
plifier is linked to a junction box by a flexible cable. The 
remote unit, which is similar in external appearance to the- 
master unit, consists of a loudspeaker-microphone and a 
terminal board. Various types of master and remote units 
are available. A complete system may consist of both mas- 
ter and remote units, or master units only. A 6-selector-key 
master unit can communicate with six other units; a 12- 
selector-key master unit with 12. A remote unit can com- 
municate only with the one master unit with which it is 
connected. 


The loudspeaker is a dual-purpose device; it may serve 


No. P630 PBXC by National Intercommunicating Systems, Inc. 


poo call is made. Instead of having a talk-listen lever to operate 
on and a release button to disengage, one merely pushes the 


selector button and talks, releases the button and listens. 
Prices range from $74.50 in the Ten Station Model to $114.50 
in the Thirty Station. 


Operadio Mfg. Co., St. Charles, lil. 
Flexifone Intercom 
@ Flexifone ‘Executive’ Master Stations are 912” wide, 734” 


high, and 11 5/16” deep. Flexifone “6-Station” Masters and 
Speaker Stations are 634” wide, 5%” high, and 7%” deep. 
Flexifone features a durable, die cast housing with a chassis 
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. Radio Corp. of America’s Standard Intercorn System. 
" 
the either as a sound reproducer or a microphone. Its function 
ives is determined by the master and remote unit operation con- 
yon | trols. The earphone acts as a sound reproducer only. When 
the the earphone is removed from its cradle, the loudspeaker is 
t in automatically disconnected and the signal is transferred to 
om the earphone. 
“a Rauland-Borg Corp., 3523 West Addison St., Chicago 18 
taff Model 2424RH Master 
oy @ Size is 15” wide, 9” deep, 742” high overall. Cabinet is 
made of two-tone walnut plastic of unique design. This is 
a universal type master station that allows combinations of 
masters and remotes in the same system with private con- 
: Operadio Mfg. Co.'s Flexifone Intercom. 
| of 18 gauge steel. Sectional structure, for efficiency and sim- 
plicity of installation and servicing. Cable type wiring, re- 
sistor mounting strip. Simple to operate. Perfectly aligned 
| piano-type keys operate sturdily constructed selector switch. 
Fast, smooth, gravity-assisted action is assured by “up- 
down” motion of selector switch. Volume control and power 
| switch are located at finger-tips for ease of operation. 
Fingertip-touch talk switch; logical placement and ease of 
\ action. Model 424RH of the Raulaind-Borg Corp. i 
Speaker-microphone; Operadio engineered and_ built. ' 
| Claim is only intercom producer which can specifically engi- versations between masters, with any master able to talk ; 
ip- near and actually build speakers to be used in its intercom to any remote and with remotes able to originate a call to i 
m- | €quipment. one or more masters. Consumer price on this master runs 
on Price ranges from $33.50 to $139.50 for Flexifone Master from $91.50 up, depending on the number of buttons and : 
Stations. From $6.45 to $18.10 for Speaker Stations. whether purchased with or without privacy hand set. f 
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Intercommunication Systems 


Stromberg-Carlson Co., Rochester 3, N. Y. 
Intercommunicating Telephones—Executive System 


@ Allows up to twenty-five private master stations. De- 
signed for both desk and wall mounting. Other systems 
available, designed for offices and plants of varying size. 
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Below: The Telescriber of 
Telautograph Corp. 


TelAutograph Corp., 16 W. 61st St.. New York 23 
TelAutograph Telescriber 


@ Dimensions: Vary-Transceiver (transmitter-receiver) ap- 
proximately 1415” high, 1912” deep 13” across. Receiver 
(receives messages only) approximately 1312” high, 65” 
deep, 13” across. 

Significant performance data: Identical reproduction of 
handwritten message appears on every instrument written 
to. Electrically operated, connected by wire. Price: varies. 
Installed on service charge basis. Every installation custom 
built to the needs of the subscriber. 


Talk-A-Phone Co., 1512 So. Pulaski Rd., Chicago 23 
The Chief Forty-Niner 


@ Master stations are 12” wide x 9” deep x 7” high. Staff 
stations are 8” wide x 712” deep x 7” high. The units are 


The Chief Forty-Niner of Talk-A-Phone Co. 


— 


housed in Bakelite cabinets and can be supplied in either 4 
walnut grain or an executive gray finish. Chassis are com- 
pletely enclosed and all necessary service data is given op 
the underside of each unit. Complete instructions are packed 
with each Master station, enabling anyone to instal] the 
type of system they desire. Master stations are supplied 
with capacities of six stations, twelve stations, twenty sta- 
tions, thirty stations or forty stations. Staff stations are sup. 
plied with facilities to originate calls to either one Master 
unit, two Master units or six Master units. 

Depending on the type of communication desired for each 
application, the various capacity Master Stations and Staff 
Stations may be inter-mixed. They can be changed at any 
time and additional units can be added at any time. Tp 
contact any other station in the system, the user at the 
Master station depresses a button to the station to which 
he desires to speak and carries on a conversation at dis- 
tances up to 3,000 feet. Also provision for arranging confer- 
ences between a group of stations and for paging to various 
locations. 

Through a patented Talk-A-Phone feature known as the 
Dynasonic Selector, each Master station can designate cer- 
tain Staff stations to be either private or non-private. When 
they are private, it means that they cannot be listened in on 
by that particular Master unit. When non-private, it allows 
persons called at the Staff station to reply at considerable 
distances, depending, of course, on the noise level existing at 
that location. In effect, it provides for a quick answer by a 
worker, who need not leave his particular duty of the mo- 
ment. 

List prices range from $72.50 for the six-station Master 
unit to $135 for the forty-station Master unit. The Staff 
station which can originate a call to one Master station has 
a list price of $18.70. The Staff station for origination of cal! 
to two Masters has a list price of $28. The Staff station 
which can originate calls to six Masters (most particularly 
desirable for locations where there is no source of power, 
such as a warehouse and other similar locations) has a list 
price of $51. 


Webster Electric Co., Racine, Wis. 
Electric Teletalk Intercommunication 
System (200 and 500 Series) 


@ Dimensions of the desk unit: 134%” long x 7%” high x 
634” deep. Each unit has its own power transformer, so that 
individual amplifiers are not dependent upon the primary 
power circuit. As a result, output is constant regardless of 
the number of units assembled in a complete system, result- 
ing in greater clarity and fidelity of reproduction. The am- 
plifier chassis is of heavy steel metal construction for maxi- 
mum durability. Teletalk cabinets are made of solid walnut. 
Units are available in capacities from six stations to twenty- 
four stations, in the standard units. Larger capacities are 
available when necessary. Signaling switches and plunger 
type annunciators are available in all models, as are the tele- 
phone type handsets for private communications. Speakers 
used in all Teletalk units have 45 ohm voice coil impedance 
which prevents line loss over long distances. The input 
transformer of the power amplifier units have shielded pri- 
mary and secondary windings to eliminate the pickup of 
electrical interference and other extraneous noises. 


Wheeler Insulated Wire Co., Inc., Waterbury 91, Conn. 
Self-Powered Telephones 


@ This can be a two-station communication system, oF 4 
system comprising one master station and up to 11 sub- 
stations. Operation of this equipment is effected by simply 
removing the handset from the hanger, pressing the ringing 
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lever and talking to the person answering at the other end of 
the line. The two- phone system is stated as being effective 
up to 20 miles; is said to be constructed so as to be flame, 
explosive and fume proof, and to eliminate hazards originat- 
ing from normally sparking electric communications equip- 
ment. The Master Phone, by means of a multi-position ra- 
dial selector switch, can select and signal any one or all of 
the sub-stations on the system. Any of the sub-stations, in 
turn, can ring the Master Phone. Up to six stations can be 
operated on a common talking, or “Conference” basis. 

A recent refinement is the production of a Multi-Selective 
Ringing and Talking System. This system consists of up to 
twelve Master Phone Stations; is said to enable users to se- 
lectively ring any one or all other Master Phones on the 
system. This arrangement is said to provide maximum flex- 
ibility in inter-communication, as all stations are equipped 
with full signal and talking facilities. 

As in the basic two-phone system, no batteries or other 
power supply is needed to operate the above-described 


systems. 


Numbering Machines 


Bates Mfg. Co., Orange, N. J 
Maltiple Movement Numbering Machine 


e@ Plastic frame to reduce weight. Frame is guaranteed 
against breakage. Has four movements: Consecutive, dupli- 
cate, triplicate, and repeat. Bates machine models are iden- 
tified by their movements, viz., an eight movement machine 
combines in one model all the movements from consecutive 
numbering through octuplicate and repeat. There are models 
with intermediate movements. The Standard Movement 
model has the three regular movements: consecutive, dupli- 
cate, and repeat. A variety of type is available for various 
applications. Another variation in the models is the limit to 
which the machines will number, identified by number of 
wheels. Instance: six-wheel machine will number up to 
999,999. Seven-wheel machine will number to 9,999,999, 
ete. Have eight wheel model too. Bates machines can 
also be made for specific jobs. Price of a Bates six-wheel 
Multiple Movement machine in a standard type (type E) is 
$25.50. 


Wm. A. Force & Co., 64 White St., New York 13 
Model 150 Automatic Numbering Machine 


@ Height 6” x 2” width. Polished steel one-piece frame, 
easy-grip plastic handle; deep, clear-cut figures. Three ac- 
tions—Consecutive, Duplicate, and Repeat. Triplicate or 
Quadruplicate actions available in place of Duplicate. Grad- 
uated gauge plate insures accurate placing of numbers. Self- 
releasing catch for locking machine during re-inking of pad. 
Hand-operated. Available in 6-wheel capacity only with 
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Self-Powered Telephone by Wheeler Insulated Wire Co. 


3/16” Roman figures. (A-J, K-R or S-Z). List price $17.50 


for stock model. 


Roberts Numbering Machine Co., 700 Jamaica Ave., 
Brooklyn 8, N. Y. 
Model No. AN Numbering Machine 


@ Dimensions: 742” high x 842” long x 4%4” wide. All mov- 
able parts are enclosed in compact cast steel frame with a 
black enamel crinkle finish. Mechanical parts are easily ac- 
cessible upon raising the head of the machine, held in place 
by a convenient side lock. The bottom of the case is 
equipped with rubber suction cups to prevent “walking” 
during operation, or damage to the desk upon which it is 
mounted. 

This machine automatical!y operates upon insertion of a 
document coming into contact with a sensitive trigger ar- 
rangement. Printing of this machine is somewhat in reverse 
to that of a typewriter. Instead of the figures (solid metal 
wheels) striking against the ribbon and paper, the paper is 
forced against the ribbon and wheels by the electrically 

(Turn to next page) 


ABOVE: Roberts AN numbering machine. 


LEFT: Bates, ant Wm. Force models. 
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Numbering Machines 


(From preceding page) 


operated solenoid. An automatic ribbon arrangement en- 

: ables each impression to be constantly clear and readable. 

‘ Machines print “dry” through a ribbon arrangement, elimi- 
4 nating the mess and fluctuation of inked pad impressions. 


The machine can be adjusted for carbon work. The Model 
: , AN is available with either consecutive, duplicate, or tripli- 
; cate numbering sequence. 


; Price: $105. 


7 Simplex Time Recorder Co., Gardner, Mass. 
vam Model HACFN 
7) ee @ This is a time stamp to which a counter can be attached. 
a Can be arranged for consecutive, duplicate, or triplicate 
i ae numbering. Furnished for AC or DC operation, with trig- 
ae ger-trip or push pad features. Model HACFN of Simplex Time Recorder Co. ‘ 
ae | ¢ 


ADDENDA 


Floor covering data not procurable for 
last issue. 

Installation of Ken-Tile, product of David 
E. Kennedy Co., Brooklyn 15, N. Y. 
Dimensions: 9" x 9" x Yg" or 9" x 9" x 
3/16". Made of thermoplastic resins, 
asbestos, non-organic pigments. Tough, 
durable, yet resilient, waxed surfaces. 
Can be walked on immediately. Subse- 
quent partition or office changes re- 
quire only adding or removing individ- 
ual tile. Smooth, waxed surface makes 
cleaning easy and inexpensive. Original 
low cost, low cost of maintenance, 
quickness of installation, extreme dur- 
ability, 23 different colors, available in 
any combination. Price: about 30c per 
square foot, depending on color se- 
lected. Immediate delivery. 


American Packing Co. in St. Louis have this 
Hood Rubber Co. rubber tile installation. 
Regularly manufactured dimensions are 6" x 6", 
9" x 9", and a diagonal half tile of the same 
measurements. Special sizes on request are 
12" x 12", 6" x 12", 9" x 18", and a diagonal 
half tile of 12" x 12". Border material in 
widths 18" to 36"; lengths 45" or 48". Fea- 
ture strips 1", 1/2", and 2" wide, in lengths 
36" to 48" lona. Thickness '/g" and 3/16". 
Easy to clean: fire resistant. Wide variety 
of color. 


— 
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ABOVE: 

FIRE-PPROTECTED accounting machine desk, manufactured by 
the Shaw-Walker Co., Muskegon, Mich., saves space and time 
by providing 24-hour protection right at the point of use, for 
ledgers, statements, stock records, and related data. It eliminates 
carrying the records to and from safes and vaults. Wobble 
Block visible posting trays increase production by speeding re- 
moval and return of forms. Stock trays accommodate forms 
up to 12 inches high, and from 5 to 15 inches wide. The desk 
is made of steel with thick, mesh-reinforced insulation on five 
sides and drawer heads. Finished in Silvertone, a single unit 
with two posting trays is priced at $229. Nine other models, 
both sitting and standirg, are made by the company. 


ABOVE: 


_SUPER-FILERS, which contain the new Self-Adjusting Divide-a- 
iles, are an exclusive product of the General Fireproofing Co., 
Youngstown, Ohio, and are known as the Mechanized Files because 
they do mechanically many operations that must be done man- 
ually with conventional files. The new files adjust automatically 
to changes in the volume of drawer contents, and further, they 
break up the drawer load and keep the contents under compres- 
sion when the drawer is closed. 
: The swing front on the drawer mechanically adds ample work- 
ing space for handling contents each time the drawer is opened. 
hen contents are parted at any desired location, the forward 
slope of the swing front and the rear slant of the Self-Adjusting 
Divide-a-Files create a supported angle spread which greatly 
facilitates filing, finding, and reference. Because of this, the en- 
tire drawer, 2634 inches inside clear, can be filled to capacity 
without having to save working space. 
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NEW THINGS 
in the 
NEWS 


ABOVE: 

SMALL AND COMPACT, this rotary file, a product of the 
Wheeldex Mfg. Co., Inc., 40 Bank St., White Plains, N. Y., is 
named the Circle Base Wheeldex Cub. It has a card wheel 
made of Tenite plastic. Capacity is 1000 slot-punched cards, 
15% x 4 inches, both sides of which are equally readable without 
removal. Wheel is supported by a one-piece chromed metal 
stand only 5!/2 inches in diameter. The overall height of the 
file is about 7!/2 inches. The plastic is chip-proof. 


ABOVE: 

NEW CONFERENCE TYPE DESK has been announced by D. A. 
Hillstrom, president of Corry-Jamestown Mfg. Corp., 32-40 North 
First Ave., Corry, Pa., makers of Steel Age office furniture. The 
desk is styled for the executive, and features a large 76 x 40 inch 
top with an eight-inch overhang on the sides and back to provide 
adequate space for five or six people in conference. According 
to Mr. Hillstrom, the desk incorporates all the Steel Age features, 
such as full-suspended ball-bearing drawers, island-type pontoon 
bases, all-steel construction, rounded corners, and a smooth glare- 
proof Corroleum top. Also has adjustable gliders to provide any 
height from 29 to 30!/2 inches. Another new feature is the two 
small convenience drawers on each side of the overhang which 
can be used for ashtrays and pencils. The desk is finished in 
walnut, mahogany, olive green or Corry grey, with the Corroleum 
top in matching colors. 
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RIGHT: 

PORTABLE WIRE RECORDER, complete with amplifier, is made \ 
by Air King Products Co., Inc. 170 53rd St., Brooklyn, N. Y. 
Model A-725, shown, has many features, some of which include: 
automatic shut-off at end of play or rewind of wire; records 
direct from radio, phonograph, or telephone; crystal mike for 
hand, table, or stand and plug-in mike cord; erases automatically 
when recording over used wire. One-piece chassis comes in a 
luggage-type carrying case. Weighs 21'/2 pounds, measures 1334 
inches long, by 12 inches wide and 9 inches high. Priced at $99.95. 


LEFT: 

RECORD-MASTER SYSTEM for reprinting addresses and other { 
information can be combined with any business record, says the 
manufacturer, the Master Addresser Co., 5508 Excelsior Ave., 
Minneapolis. With their system, gummed Record-Master labels 
are prepared in the typewriter with hectographic carbon. The 
label is then moistened and affixed to the record form. As the 
form is handled, it is inserted in the machine together with the 
envelope, card, or statement to be addressed. A pull on the 
handle makes impression. Addresses can be reprinted 50 to 
100 times. The Record-Master can also be used to address 
general mailing. 


BELOW: 
EXECUTIVE POSTURE CHAIR built of steel and aluminum, 


and finished in a wide choice of colors and upholstered in top 
grain leather or cloth fabrics, is frorn the Domore Chair Co., 
Inc., Elkhart, Ind. By the use of soft resilient molded foam rub- 
ber in seat, back, and arm rests, plus a newly developed spring 
unit in the seat, the company says the new chair obtains a re- 
markable degree of comfort, without body restrictions. 


ABOVE: | 
EARSET, a comfortable, new single-phone headset that slips 
onto the ear and weighs only '/2 an ounce, has been announce 
by Telex, Inc., Minneapolis. A flat, clear plastic frame whic 
slips lightly onto the ear holds a sensitive receiver securely in 
place. The earset can be used on either ear, leaving the other 
free for phone calls or conversation. It is adaptable for almost 
any headset use. Its 5-foot flexible cord is equipped gel 
standard phone plug connection, and the same detachable cor 
is also available with a built-in volume control. 


._ 
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LEFT: 

TWO OF A NEW SERIES of four chairs manufactured by the 
Taylor Chair Co., Bedford, Ohio, known as the Bedford series. 
Shown at left is model 434, at right, 433!/2. The sturdy, all-wood 
group has hardwood frames and a choice of either oak or wal- 
nut finish. 


[  seLow: 
HIGH PRODUCTION paper driller with foot feed has been 
other { announced by the Pioneer-Toledo Corp., Toledo, Ohio. Driller 
the will carry an automatic gauge, 32-inch table with black plastic 
Ave., surface, and an all-steel welded cabinet with chip and accessory 
rbels drawers. In other respects this new model F will follow the 
The established design and construction of other Pioneer drillers. 
the 
the 
the 
) to 4 
lress | : 
ABOVE: 
27 DRAWER CABINET, useful for safeguarding catalogs, of- 
fice forms, art work, and many other items, is from the Cole 
Steel Equipment Co., 285 Madison Ave., New York. The olive 
green or Cole grey crinkle finished cabinet comes in two sizes; 
the letter size which is 30 inches wide, 37!/2 inches high, and 
13/2 inches deep; and the legal size which is 17/2 inches deep, 
3/2 inches high, and 16 inches deep. A lock which will lock all 
27 drawers, and partitions which will divide them into smaller 
compartments, are also available. 
| 
| RIGHT: 
~ SYNCRO-TILT chair action control developed and marketed 
unce by the Seng Co., 1450 North Dayton Ave., Chicago, has features 
which that prevent discomfort and fatigue. It gives scientifically cor- 4 
ly in | rect orthopedic support to any user, and as a result, eliminates 
wee the major causes of backache, tiredness, and cramped muscles, 
a { says the company. It can be installed on wood or metal chairs, 
whe \ has five important adjustments which provide correct seating ' 


cord f height, back support, spring-tension control of seat tilt and back 
support, as well as correct angling of back tilt. 
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seit: 
QUALITY SUPREME. 


aa 


with no advance ie 


ABOVE: 


EYE-CATCHING was this Royal Typewriter Co. exhibit booth 
at the recent office equipment display of the National Office 
Management Association in Philadelphia. To point up the qual- 
ity of the new Gray Magic Royal typewriter, the company bor- 
rowed from Victor Furs, Philadelphia furrier, a fabulous silver 
blue mink coat, and displayed it alongside the new machine. 
Part of the coat may be seen in the far background. In addi- 
tion to showing standard office typewriters, Royal's full line of 
portables, carbon ribbon, Roytype ribbons, carbon papers, and 
other business machine supplies were exhibited at this show. 


ABOVE: 
THREE YEARS OF RESEARCH and engineering went into the 


making of this new series of dictation wire recorders produced by 
the Peirce Wire Recorder Corp., 1328 Sherman Ave., Evanston, Ill. 
Shown is model 260, a complete dictation system in one machine. 
Features include push-button controls for stop, record, rewind, and 
listen; choice of foot pedal or typewriter bar action; Wire-O-Matic 
cartridge; and the Exacto-Timer, a device which permits operator 
to index dictation easily and accurately. The other new models are 
the 265 dictator and the 270 transcriber. 
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ABOVE: 


GLIDEMASTER is a handsome one-piece molded aluminum 
based chair with full spring-back action. Made by the Sturgis 
Posture Chair Co., Sturgis, Mich., the model 972 has spring 
seats topped with foam rubber as well as a wide foam rubber 
backrest, arched to fit the figure of the occupant. A com. 
panion chair, model 672, not shown, is identical except for the 
spring-back action. Both chairs have Sturgis’ Follow-Flex bact 
support and hand knobs for individual adjustments. 


ABOVE: 


MARKING PEN KIT produced by the Marhar Mfg. Co., P. 0. 
Drawer 309, East Orange, N. J., contains a marking pen, two-ounce 
bottle of instant drying ink, pen filler, and extra felt wicks. A 
choice of six pen models and kits with four different wick sites 
ranging from '/g of an inch to ¥%, are also available. The pens will 
not blot or leak and will write on any surface, says the company. 
Complete information the kits and accessories can be obtained 
from the company at the address listed above. 


LEFT: 
LATEST CARDINEER FILE from Diebold, Inc., Canton, Ohio, 


revolves in a horizontal plane, thus placing all records in @ 
natural position for posting or reference without removing them 
from the rotor. Each file holds up to 2700 records, with no con- 
tainers to open, no drawers to pull out. Both tops and bottoms 
of records are exposed for signalling purposes. Records are 
housed on three removable trays, which are self-supporting whea 
off the rotor. A large variety of record sizes up to 8 x 8, oF 
9 x 5/5 inches can be accommodated on this all-steel file. 
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ABOVE: 

GROUPS BY SUBJECT is the feature of this ''finder" for calling 
cards system from Science Craft, 1851 North Normandie Ave., 
Hollywood, Calif. The 18 additional blank tabs allow personal 
headings for classifying cards of salesmen and acquaintances by 
their types of business, clubs, committees, and others. The plastic 
container holds over 400 cards, and is designed with such features 
as the off-and-under lid which permits one-hand control and re- 
duces number of breakable parts. Guides measure 334 x 2 inches 
with a third-cut 34-inch tab. Mailed complete, postage prepaid, 
for $1.95. 


LEFT: 


BELOW: 


LATEST INNOVATION on the Lewis Automatic Tape Sealer 
is the Anti-Backlash in the rear of the tape compartment which 
prevents tape from unravelling and jamming when machine is 
used in fast operation. The sealer is completely automatic for 
production taping, takes tape widths up to 3 inches. From 
Lipton Mfg. Co., Inc., 52 West Houston St., New York. 
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BELOW: 

COMPLETELY REDESIGNED and improved, the model A-2 
addressing machine from the Weber Addressing Machine Co., 
200 West Central Rd., Mt. Prospect, Ill.. is now available. It 
operates on the "spirit" principle of reproduction and requires 
no stencils, plates, ribbon, or ink. Addresses are transferred to 
mailing piece from a list typed on roll or special paper. New 
model has an automatic ejector which eliminates necessity of 
manually removing addressed piece from machine. It also 
features improvements in its moistening device. Machine has 
a one-piece cast aluminum housing with crackle finish, and a 
pressure bar of clear transparent Lucite. Priced at $47.50 com- 
plete with supplies needed for a 500-name mailing list. 


GYRO-LITE recessed lighting unit featuring a 90 degree vertical 
and a 360 degree horizontal adjustment, is a product of the Swiv- 
elier Co., Inc., 30 Irving Pl., New York. 
ceiling, floor, or wall installations and it stays put at any angle. 
Easy to install and adjust since no wing nuts or set screws are 
needed. Accommodates either 75 or 150-watt lamps. 
gauge aluminum housing and parts, with visible exterior parts fin- 
ished in clear, baked enamel. 
available from company. 


The unit can be used for 


Has heavy 


Complete information on the unit 


ABOVE: 

RECENTLY ADDED to the ASE line is this new 7000 series filo 
which is being manufactured in two, three, four, and five-drawer 
files in both letter and legal sizes. The file has a 28-inch depth 
and each drawer will accommodate 26!/2 lineal inches of filing 
space, 106 inches per four-drawer file. Has rigid frame con- 
struction, smooth operating cradle suspension, and modern de- 
sign. A product of All-Steel Equipment Co., Inc., Aurora, Ill. 
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ABOVE: 


ALL-NEW PORTABLE TYPEWRITER from L. C. Smith & Co- 
rona Typewriter Co., Syracuse, New York. has a total of thirty- 
eight features, the most notable of which is its Colorspeed key- 
board. Full, standard office machine size, the board has rimless 
keys colored a restful, non-glare green, and shaped to cup the 
fingertips. Other new features include Quickset margin control; 
acoustical vents; 3-position paper bail, and a line retainer that 
"remembers" the line registration if the ratchet is released. 


= ee 

cd - 
.—— aE aie: 
ABOVE: 

AN INNOVATION to the field is the VISIriter, a small hand 
machine that operates on a facsimile duplicating principle. The 
unit is compact and takes little space. After the felt pad is 
soaked with a special fluid, it is run over the surface to be 
imprinted and master print is then placed on the damp sec- 


tion. The roller is then run lightly over the master, which makes 
the desired facsimile print. One master is good for more than 


one hundred imprints and as many as 500 imprints can be made 
per hour. 


City, N. Y. 


From ViSlrecord, Inc., 32-36 47th Ave., Long Island 
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ABOVE: 


QUENCHING THIRSTS is the subject of careful attention jn 
the modern offices of today. Many offices are installing not only 
water coolers but soft drink dispensers. as in this view in the new 
offices of Geyer Publications. Visible in the picture is one of 
two Kelvinator electric water coolers, model PE-5, with water 
purifier attached. It was installed by the Boston Water Purifier 
Corp., 40 Murray St., New York. The Coca-Cola dispenser was 
installed by the Coca-Cola Bottling Co., New York. 


ABOVE: 
COUNTERBOY TACKON number 12, is the latest pressure 
sensitive tape dispenser from Better Packages, Inc. Shelton, 


Conn. It can be preset to measure tape lengths up to 12 inches, 
and can also be set to dispense duplicate lengths for production 
sealing, or can have selective measuring where tape lengths vary. 
An indicator tells when the strip reaches the length required, 
as the tape is pulled from machine. Machine is adapted to 
Cellophane tape sealing; for banding; masking; mending; 
insulating. Takes standard rolls with 3-inch core, in diameters 
up to 6!/2 inches, and roll is completely enclosed to protect 
against drying, dust, and lint. 


LEFT: 


ELECTRIC ALL THE WAY is this unusual set-up for dictating 
and transcribing office work. The set-up comprises a Gray Audo- 
graph dictating unit and transcriber, plus an IBM electric type- 
writer. The photograph was made in the new offices of Geyer 
Publications, New York. The Audograph units of course, are 
made by the Gray Mfg. Co., Hartford, Conn., and the type 


writer by International Business Machines, New York. 
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COLE'S Roller-Bearing 
STEEL FILING CABINETS 


Cn ee ee ee 


tion in 


—_—~— 


; Spring Compressor Follow Block for above . . . $1.70 
VA For retail store-owners | Prices 20% higher in Denver and West of Rockies. 


ot only 
he new 4 
one of 
water 
Purifier bes 
ser was ‘ 
] 
, 
Files equipped with 
lock and 2 keys 
a Ideal for at $2.00 additional 
inches, e e * 
rducti 
ie +  @ hundred uses: Built for a lifetime! 
equired, 
vagghe ( = a Made of heavy gauge furniture steel, electrically 
ameters V For home “offices welded throughout. Smooth gliding ball-bearing 
ae rollers for easy action even when heavily loaded. 
V4 For small business offices Extra heavy formed reinforced channels run full 
length of case inside. Files can be interlocked into 
Her eens Mies solid batteries. Olive green finish. 
| in larger companies Inside Dimensions 
Width Height Depth Price 
“1 | V For storage of No. 1200 Letter Size 12%" = 10%” 24” = $8.75 
ee | valuable records No. 1500 Legal Size 15%" = 10%” 24” «9.50 
peyer 
re No. C109 Check Size - aid 42" 24" 5.75 
igi | V For professional offices ‘ a , 
( 


al FREE PHOTO OR CUT OF ABOVE ITEM ON REQUEST “ 


COL STEEL EQUIPMENT COMPANY 


285 Madison ens, | _ New York 7, New Pe . 
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SANITARY BASES 
for all size files 


FOLLOW BLOCKS 


75¢ 
ADDITIONAL 


MADE FOR 
ANY SIZE 
FILE 


STURDY CONSTRUCTION — Prontos are built of 275-Ib. LOCATE YOUR RECORDS EASILY —No more need of | 
test corrugated fibre board and reinforced with steel on the fussing and fuming. With Pronto files you can get at all 
shell and the four corners of the drawers. records just as easily as in your regular active files. 

SAVE FLOOR SPACE — Constructed so that they interlock BEAUTIFUL APPEARANCE — Pronto files are beautiful in | 
into solid units and stack as high as the ceiling, saving appearance, finished in an attractive olive green. The steel , 
valuable floor space. drawer front matches your regular active office files. 


SIZES AND PRICES 


FIBRE BOARD STEEL 
DRAWER FRONT DRAWER FRONT 


Inside Dimensions 
Suggested Uses 


‘ P File PRICE File PRICE 
Width Height Length No. Single Carton No Single Carton ” 
tletter Size 12% .. 10%. . 24 E210 . . $3.10. . $3.00 I210L. . $3.85 . . $3.75 
Letter Size 12% ..10%..15 | E2I0S . 3.00.. 2.90 || 1210S.. 3.75... 3.65 
tlegal or Cap 5% .. 10%... 24 | E510... 3.75... 3.65 || ISIOL.. 4.85... 4.75 
-invoices 10% .. 8%.. 24 E109... 2.75 .. 2.65 109L. . 3.40.. 3.30 
2 Rows 8x5 Forms 10% .. 8% .. 24 E108 .. 3.05.. 2.95 108L.. 3.65.. 3.55 
*Invoices or 2 Rows 8x5 10% .. 8%... 18 El08M . 3.00.. 2.90 108M 3.60... 3.50 
Freight Bills ae ae ae! ee 1971L 3.10... 3.00 el 
Checks 10. .. 4%..24 E104... 2.65 .. 2.55 104L . 3.40... 3.30 . 
Drafts or Checks We .. M%y..24 | 94 ©. 2.10.. 2.00 || I94IL 2.60 .. 2.50 Pace 
Drafts or Checks } We .. WM... 8 E94M... 2.05... 1.95 1941M 2.55 . 2.45 . 
5x8 Forms ||} 8% .. 5%..24 | E65 .. 235... 2.25 || SIL... 2.85.. 2.75 oN ‘ 
Deposit Slips (2Rows 8% .. 5%.. 15 €6sS .. 2.25.. 2.15 1851S 2.75 . 2.65 % 
Deposit Slips 8% .. 4%..24 | Eas 2. 210... 2.00 | I84iL.. 260. . 250 be 
,Jabulating Cards | >, ee ee E73 2.10 2.00 I731L 2.55 . 2.45 
3x5 Cards (3 Rows) 1b... 4/g..24 | £64 .. 3.75... 3.65 || 1645L 4.85... 4.75 
*4x6 Cards (2Rows) | '!2% .. 5 .. 24 E244 .. 2.75.. 2.65 1245L 3.40 . 3.30 
*3x5 Cards (2 Rows) | 1% .. 39%..24 E103 2.65 . 2.55 103L 3.35 . 3.25 
Vouchers (Upright) Si, . . 104... 24 E592 2.90 . 2.80 1592L 3.65. 3.55 
tledger Sheets %e ..12 «1. | Bi 3.50. 3.40 ah 4.25 . 4.15 
tledger Sheets . 12% .. 12%, .. 18 E12 4.45. 4.35 1212M 5.80 . 5.70 
*These numbers have removable divider partitions. +Packed 6 to a carton—all others !2 to a carton. Prontos Installed at the Underwood-Elliott Fisher Co. 4 


Prices 20% higher in Denver and west of the Rockies 


‘PRONTO FILE CORPORATION 
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285 Madison Avenue : _ New York 17, N. 
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when you use 


surer... because Kodagraph 
Contact Paper has wide 
latitude . .. which eliminates the need for split-second 
timing in exposure and development. And it possesses 
great uniformity — from sheet to sheet, package to 
package— enabling you to get high-speed produc- 

tion without time-outs 

for wasteful trial-and- 

error testing. 


tiful in 
e steel 


You'll get easier handling. . . 
photocopies that lie flat . . . that will 

not curl or buckle. Another major 
contribution to photocopying .. . 

one that assures long-lasting records 

... that adds greatly to your convenience 
in reading, filing, mailing, and binding. 


EASTMAN KODAK COMPANY 
Industrial Photographic Division 
Rochester 4, N. Y. 


“Kodak” is a trade-mark 


oul see the differencé ... 


You'll save dollars in produc- 
tion ...with your present contact 
photocopier and processing 
methods. The job is easier, 


Kodag raph Contact Paper 


sat hi ania 


this new contact photocopy paper 


You'll get improved results...sparkling 
negatives and positives from all types of 
originals — letters, charts, reports, etc. Every 
detail is reproduced sharp and clear . . . in 
dense photographic blacks, clear whites. 
Result of an entirely new emulsion, an en- 
tirely new paper base .. . 
created by Kodak specifi- 
cally for photocopying. 


See for yourself... what a difference it makes when you 
use Kodagraph Contact Paper in your present photocopier. 
You can get it in roll or cut sheet form . . . whichever 
you prefer. The price is low . . . there’s nothing else to buy 

... there’s nothing new to learn. So start making your 
photocopies on Kodagraph Contact Paper. You'll see 
the difference — immediately! 


Mail coupon for free booklet 


EASTMAN KODAK COMPANY 
Industrial Photographic Division 
Rochester 4, N. Y. 

Please send me a copy of “The Big New Plus”— 
your booklet about Kodagraph Contact Paper and 
the other papers in the Kodagraph line. I have 

O) contact printer 1) direct process (1) blueprint equipment. 


Name 


(Please print) 


Department 


Company 


Street 


City 


State 
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Gj look for the 


tes Aewght of swivel-chair 
comfort under 
the seat! 


When purchasing office swiv- 
el chairs, look first at the 
mechanism directly under the 
seat. Make sure it’s the 


Over 1,000,000 
in use! 


| Bassick 
Flo-TifF 


CHAIR CONTRO, 


... the “‘heart’’ of top-quality swivel 
chairs . . . Bassick’s revolutionary de- 
vice for controlling the tilting and swivelling 
which is all-important to seating comfort. 

In Flo-Tilt, the method of encasing rubber un- 
der extreme hydraulic pressure in a steel sleeve has 
been scientifically developed to provide smoother 
control of the tilting movement. This eliminates 
two disadvantages — bulky springs and the need 
for lubrication — while assuring neater appear- 
ance, greater safety and maximum comfort. 

Flo-Tilt is just one of the many ‘“‘exclusives”’ 
engineered by Bassick — makers of the world’s 
largest line of casters and floor protection equip- 
ment. At your supplier's, or write for further facts 
to: THE BASSICK COMPANY, Bridgeport 2, Conn. 
Division of Stewart-Warner Corp. In Canada: 
BASSICK DIVISION, Stewart- 
Warner-Alemite Corp., Ltd., 
Belleville, Ontario. 


No springs, no oiling 

And never a squeak; 
Flo-Tilt means comfort 
At its peak! 


OFFICE MANAGEMENT AND EQUIPMENT 


BETTER GRADUATES! 


(From page 20) 


“As a matter of fact, considering the number of 
duties assigned to the average vocational adviser, 
she is already doing more than her share. Neyer. 
theless, in all fairness, how can children receijye 


_ adequate guidance in the selection of a career yp. 


less more professional and systematic advice js 
provided to all children graduating from our 
schools? 

“We in industry owe just as much to the cause 
of vocational guidance as the parent and edy- 
cator. Adequate pay scales for teachers as well 
as more financial support to education could do 
much to remedy this situation.” 

According to Karl M. Wehinger, of Wehinger 
Service, Inc., a well-known employment agency, 
“a good many male students who take an aca- 
demic course of study in high school do not 
understand the nature of the work that they are 
suited for.” He said a common reply by many 
high school youngsters when questioned as to the 
kind of work they were seeking was: “I’m apply- 


ing for any kind of a job and I’ll do anything.” 


Said Mr. Wehinger: 


“Commercial high school students as well as 
those in pursuit of professional and technical 
careers seem to benefit from a much better sense 
of vocational direction than those with a purely 
academic background.” 


Industry's responsibility also 


The training director for Socony-Vacuum Oil 


_ Co., G. A. Busch, had this to say on the situation: 


_ upon the educational system. 


“Complete responsibility for proper vocational 
counseling cannot, in all sincerity, be thrown 
In a sense, indus- 
try has been negligent of its own obligations with 
respect to adequate vocational guidance for our 
youth. This is true because many companies 
have failed to get across to schools and students 
a realistic picture of the job opportunities in their 
respective field.” 

Examples cited by Mr. Busch of the kind of 
activities in which industry could engage on a 
much more planned and systematic basis were 
periodic “open-house” visits by students, parents, 
and faculty; booklets prepared by industry for 
the schools; and industrial films to be made avail- 
able to schools for their weekly lecture period. It 
was pointed out that these were some of the 
methods that could be employed in acquainting 


_ students, prior to actual employment, with exist- 


_ ing conditions and job requirements in the busi- 


ness world. 
(Turn to page 56) 
August, 1949 
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Anybody Can Make 
Things Complicated! | 


er of 
viser, Originally developed by Globe- 
— Wernicke, the SAFEGUARD Filing ; 
"Celve System is in use in hundreds of 4 
Tun- | thousands of businesses. ; 
ice is | 4 
: our It is utterly simple, and therein : 
lies much of its merit. In fact, it 
cates rather pre-empted the basic prin- 
ie ciples of fast, easy placing of papers 
~< where they could be quickly found 
ld do again. 
Later systems, in endeavoring to be ‘ 
inger different, acquired some complica- 4 
ency, : ; ‘a tions—like trying to improve on the 
aca aS — alphabet or the decimal system of 
> not | 4 = . ae haan numbers. But in filing, simplicity 
Y are a a 4a z Sa ff is a cardinal virtue. It gets papers 
many ia :*; ee filed easier and faster, and gets 
to the a Tee F ou DON’T NEED them out for reference with the 
pply- | = i _ : same speed and ease. 
5. | a Bee . : , , 
4 If you believe in keeping things 
simple, you'll find the Safeguard 
ell as Filing System very much on the 
nical | to run down beam. 
sense ; en° ! 
urely fugitive documents . The G-W advertisement, along- 
side, makes a good, business-like of- 
| When a letter, or report, or order goes AWOL fer on which YOU should act—a one- e 
you're lucky to stay out of trouble. But whether drawer try-out package of Safeguard 
you lose a customer because of a missing paper, ‘ littl a 
m Oil or delay shipments, or quote the wrong price, or System, complete. For a little petty % 
nari merely “blow your ol the cost of fugitive papers cash you can see for yourself 
ition: is too high for ANY business! what this system does. 
tional | We're offering you a real Vigilance ‘ 
own Committee! The Globe-Wernicke Safeguard At a time when every office docu- 
ndus- Filing System. That keeps the papers answer- ment, record and paper takes on in- 
we ing roll call, instantly and always. It's the creased importance, and when laying 
| WI one simple, easy to use, and sure-fire system. : E ate § 
r our It saves time, tempers, and payroll. hands on it surely and quickly 1S 
ales For a mere pittance you can try out a one- often a vital matter, this system de- 
Jouts Grawer unit, and see for yourself that the serves your inspection. It’s general 
system pays for itself in cutting the cost of ‘ = Sal di 
their “found papers” in both time and money. It experience, that once Safeguard is 
then pays continuing dividends. given a work-out, it becomes the 
4 of TELL YOUR GLOBE-WERNICKE DEALER to send standard system. 
nd 0 over a try-out unit, today. Give it the one- 
on a drawer work-out. You'll be convinced. Your responsible Globe- Wernicke 
were An interesting and helpful booklet on filing, = — lh " 
rents — "FIND-I-TIS" —is yours without charge. Re- Dealer is ready and w illing 
E at quest it on your business literature; address Probably you already know him. 
y for Bg — ag Phone him and say, ‘**Globe- 
_~ oN GN Wernicke Safeguard.” 
od. It ge ' 
ae “ea 3 
f the a DBE= I thank you. 
inting ay . 
exist- WE RNICKE W. "Kes" Downing, 
; ° —_ a ° * ° . Wi ick 
busi- 3 Engineering Specialists in Office Equipment, ae Meneger 
Systems, and Visible Records 
NORWOOD, CINCINNATI 12, OHIO 
, 1949 August, 1949 OFFICE MANAGEMENT AND EQUIPMENT 55 
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(From page 54) 

Herbert W. Ross, of Ross Employment Service, 
commenting on the employment situation ¢op. 
fronting high school students today said: 

“Business conditions are changing for the 
worse. That is why high school students wij 
need every bit of assistance they can get out of 
more modern and more effective methods of jo} 
counseling. Unless they get this, we face a 
period in which an increasing number of ovr 
youth will suffer the kind of disillusionment that 
will make them an easy prey to foreign ‘isms’.” 

Discussing the general importance to manage. 
ment of better vocational counseling for young 
people, James O. Rice, of the American Manage- 
ment Association, noted that the traditional cop- 
cept of academic education in the high school 
was changing. With as many as 75 percent of 
the students graduating from high school today 
seeking employment, rather than continuing their 
education, Mr. Rice suggested that conditioning 
of the youth for industry was now more than ever 
a responsibility of the secondary schools. 

WHY? Look at her posture — erect but relaxed, Agreeing with the views expressed by the 
lungs able to breathe freely, weight evenly dis- Association of Private Office Personnel Agencies 
tributed. The secret is her individually-fitted Sturgis and speaking for management at large, Mr. Rice 
Posture Chair which automatically encourages the declared that fitting the student for a work career 
posture that discourages fatigue. This girl and her 2 : : 

chair are a valuable pair—efficient production part- and helping him to determine what he is best 
ners from 8:30 to 5:00. _ qualified for is a difficult task that must be faced, 
Your Sturgis dealer will gladly demonstrate the not only by cies in atacetien a saeneainy, 
close relationship between proper girl-and-chair but by all genuinely interested in the community 
partnership and increased office production. welfare. 

Clarifying her own convictions on the ques- 
tion of improved vocational counseling in the 
schools, Miss Grace Brennan, administrative di- 
rector in charge of guidance for the New York 
City high schools, made this special point: 

“Businessmen clamoring for more job counsel- 
ing in the schools are apparently oblivious of the 
fact that the existing academic high school cur- 
A complete line of executive, stenographic, recep- riculum already includes much material of value 

tion and institutional chairs— posture-designed in familiarizing students with the industrial com- 

ESN re His ane. munity in which they live. Furthermore, through 

MAIL THIS COUPON NOW instruction given in courses like orientation and 

civics, a considerable amount of vocational and 

occupational information is now being made 
available. 


Ever wondered how much bad 
sitting might be costing you? 
If you have—or even if you 
haven't—it might be a good 
idea to read our booklet, “The 
High Cost of Sitting’. No 
charge—no_ obligation—just 
good common sense. 


The Sturgis Posture Chair Company, Sturgis, Michigan 
Please send us a copy of your booklet “The High Cost of Sitting”. 


NAME. 

COMPANY. “While we now provide for a complete program 

TITLE of child guidance in all its ramifications, to meet 
the needs of our youth, we in education are 

_— always ready to expand and improve the nature 

= STATE of our services.” 


_ Lighting Booklet Availabie 

The Miller Co. of Meriden, Conn., has issued an 8- 
page catalog folder, illustrating and describing in detail, the 
new Miller Series-Louver Slimline Luminaires which are 


POSTURE CH AIR CO. _ designed for use with the 96-inch Slimline fluorescent lamp. 


gl The folder gives dimensional details and illumination per 
Sturgis, Michigan formance in various size areas. Copies of the folder may be 


had by writing to the company. 
OFFICE MANAGEMENT AND EQUIPMENT 
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—————— 


This amazing NEW invention will make 


you a better executive 


—by stepping up your ability to get things done! 
The new DICTAPHONE TIME-MASTER changes all previous 
conceptions of dictating machine usage. 

Completely revolutionary, the TIME-MASTER is finding its 
way into offices that never before used mechanical dictation! 
Here’s why: 

Never before has any method or instrument offered so quick, 
so easy, so inexpensive a means of getting your thinking on paper! 

So easy to use! The streamlined TIME-MASTER lets you 
concentrate on your thoughts. Just think out loud—TIME- 
MASTER does the rest—lets you cash in on those moments 
between phone calls, interviews, and conferences! You in- 
stantly record your thoughts without calling for secretary- 
and-notebook. 

Records on plastic MEMOBELT! The exclusive plastic 
MEMOBELT is the most versatile of dictating media. It re- 
cords clearly and uniformly... it’s easily mailable (in a 


DIGTAPHONE. 


Electronic Dictaton 


Only Dictay hone Corporation makes Dietaphone* Machines ( Reg. U. S. Pat. Off.) 


August, 1949 


standard business envelope) ... and it’s so inexpensive that 
it can be discarded or filed after one use. 

Secretaries love TIME-MASTER! It helps them get 
their work done faster, with less effort. MEMOBELT clarity 
and the tiny new Magic Ear make transcription unbelievably 
easy, pleasant. 

Test the Dictaphone TIME-MASTER in your own office. No 
obligation. Call your local DICTAPHONE representative or fill 
in the coupon. 


Only the Dictaphone TIME-MASTER offers all this: 


1. Uniformly clear recording and reproduction. 2. Easily 
mailable, fileable plastic belt records. 3. Streamlined design. 
All-metal sturdiness. 4. Uniform back-spacing. rapid place- 
finding. 5. Foolproof simplicity of operation. 6. Dictaphone 
dependability, nationwide service. 


! Dictaphone Corporation 

Department M-49, 420 Lexington Ave., New York 17, N. Y. 
(CJ Please show me the new TIME-MASTER. 
( Please send TIME-MASTER literature, 


Your Name. 


Cc 


r 7 


Street Address 


City & Zone State 


OFFICE MANAGEMENT AND EQUIPMENT 


57 


4 


ee fl” Eg le a ee ee 8 
oe a a fe . al . - . i. = Se ae te fi ae aS 
a, x 5 ; a = a " Sa ea : ~ a ee = P a 2 mt Se er J Dy > eae F a ee fete 
| 
ae 
q 
‘ # a " P > & 3 
4 £ oe ' =z = re #3 ‘ * q 
s a z ate 2 s a Le eee ay oa : a? 2 Fe oa : , \ a 
-t2 2 Q4g5e32 (5: Saar | 
4 “ee = ‘2 on = ae a3 ’ See ; 
| " a Si _ Ay . on ‘ aoe oa egg - ; iy - 
-_ .. —_— ~~ eel ; ; 
ie " eS 9 F rang Se tl =" cigs 9 ey ‘ - . * ; EY. a = * = fe, » a 
‘ oe Sl Fe a , z : 4  » as 7 
me “ per ey fee ie | 2 re .* - a g 
a: ‘ agit 2 Be “a hs ae os os an Fic oar og 4 x me : i ] 7 — ; . : 4 
ahi . ee. ea fa + “a 35 4 * one y 
y's fe Se ra - ' ba. 7 a 
, wake - < oe » “i 
ie mC - Sa ‘ 
’ age ae Se 
\ j FEZ e PRS : itt ‘ Rae ee i 2 . , 
wii i "rap hee — OE xe ie eae oe re Pea a os ete 
\ i: a = ee 3 . i. aa ate a. = 6 y 
oy a ‘*% y a. : . ete 7 
' _ - = = = ae : Bi. e *. ee ‘ 
oe ier . ‘ : , . 
ih ne ee ries 1 = 
‘ . es ey ae ef ail 
y ae ee “ ia = 
: : —- © ? 
; " ‘kh ‘ 
é ' ; * . i 
Bijan aa ss é * § ’ at 
4 ei ™ 4 4 am os 
7 
1 
\ ,: 
} oe 
| ie: =: 
7 a | 
| 
l 
' 
| | a citiicnnenncmnncencematentsianitininnstnstsininnainaiiiiaenmammanNnRS | 
I l 
} | Jenna ee 1 ; 
TTT 
2 ee 
i I I : 
CCS 
Pm ~~~ --~----—--------- 
—_ a a 7 
Za 
‘ a om ; : : ee 
a = , See pe ’ - 7 4 : st ee i a * =) a 7 ry 2 


ARGAE: 

THREE OF EIGHT NEW MACHINES produced by Inter- 
national Business Machines Corp., 590 Madison Ave., New York, 
are shown here. Left to right, they are: electric punched card 
accounting machine; electronic collator; and Cardatype. The 
accounting machine witk wheel printine, lists 150 lines of infor- 
mation a minute from IBM cards or accumulates information 
from the cards at 150 cards a minute. The collator is designed 
primarily for manufacturers and other organizations desiring to 
retain the various types of code numbers or other identifying 
information assigned to materials by their original suppliers. 
Operates at a speed of 240 cards a minute, collates in one 
operation. Cardatype machine uses pre-punched IBM cards to 
prepare documents automatically on the IBM electric typewriter 
which is shown to the left of it. Adaptable to innumerable uses 
where information is used repetitively, it assures accuracy in 
transcription and types automatically at a speed of 10 characters 
a second. 


ABOVE: 
NOISELESS DELUXE, the latest addition to the line of com- 


mercial typewriters manufactured by Remington-Rand, Inc., 315 
Fourth Ave., New York. Finished in two-tone grey, the machine's 
new features include a completely enclosed dust-proof back; 
structural members, carriage ends and rear comb of die-cast 
aluminum; and improved machining of various integral parts. 


C———— 
ABOVE: 


FLUORESCENT DESK LAMP is the latest produced by the Indus- 
trial Lamps Corp., Elkhart, Ind. This portable model features 
bonderized steel with baked-on enamel; rolled edge on shade; and 
instantaneous starting switch. Lamp has a height of 11'/2 inches; 
length of 20 inches, weighs about 8!/2 pounds, and is offered in 
colors of Luxtrous grey and metallic bronze. Full information on 
this and other lamps can be obtained from the company direct. 
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ABOVE: 


A MODIFICATION, model 88000. of the Disc Edison Voice- 
writer for combined use in dictation and telephone recording, 
has been announced by Thomas A. Edison, Inc., West Orange, 
N. J. Similar in most respects to the regular one, this new 
model contains a built-in selector switch for choice of either tele- 
phone or microphone recording. A _ signal light indicates the 
service selected. Instrument comes with an extension cord and 
special plug for connection to the telephone company's re- 
corder connector. No other wiring or installation work is re- 
quired. The 88000 is the same size as the regular Voicewriter 
and incorporates all of its features plus the ones outlined above. 


ABOVE: 


LATEST from the Nashua Package Sealing Co., Inc., Nashua, 
N. H., is the model 208 packege sealer, designed by a well- 
known designer. Sealer is die-cast from non-rusting, non-corroding 
zinc-alloy metals and is equipped throughout with steel and 
Textolite gears. Exclusive feature of the sealer is the Length-O- 
Graph device which measures lengths of 3, 4, 5, 6, and 8 inches 
automatically, and can be instantly changed from one length 
to the other. A featherweight control lever feeds, moistens, cuts 
off and delivers tape strip in widths of from % to I'/ inches. 
Model also has a visual Polystyrene water reservoir which can 
be easily gauged. Another feature is the automatic pressure 
brush moistener which insures all-over moistening of gumme 
surface, and an Instant-Release pinch roll which facilitates thread- 
ing tape into the machine and eliminates tearing when removing. 
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ABOVE AND BELOW: 
TRADITIONAL—MODERN, that's the study 
presented in these two photographs of office 
furniture designed and executed by the Execu- 
tive Furniture Guild of America and shown in 
this summer's Grand Rapids Furniture Market 
by the Stow-Davis Co., 70 Front Ave., S.W., 
Grand Rapids. Completely coordinated in 
Guild colorings, the grouping in the small 
picture is one of the many decorative settings 
for the executive. The leather top desk is a 
Stow-Davis design in traditional styling. Walls 
are Guild gold, carpet in hickory brown. Two 
chairs are upholstered in chartreuse, two in 
gold. Carrying out the color scheme, lamps 
are gold and the decorative screen behind 
the table is covered in chartreuse. Prints 
above the desk were framed exclusively for 
the Guild by Feicka Imports. The large cut 
shows an unusual modern desk made by Stow- 
Davis. The file cabinet too, is theirs. The 
walls are blue plum, the floor carpeted in 
olive green. Chairs are primrose yellow, 
carrying out the theme that an office need 
not be drab and uninteresting. The pictures 
in this photo are originals by Paul Travis, 
well-known Cleveland artist, who painted them 
especially for the Guild. 


ABOVE: 

MOVABLE PARTITION for office buildings called the Par- 
tition Panel, is the latest product of the United States Plywood 
Corp., 55 West 44th St., New York. The panel, which comes 
in a variety of hardwood faces, is incombustible, easily and 
quietly erected, light in weight, and is approved for use in fire- 
proof buildings by the Board of Standards and Appeals, New 
York City. Panels are made in one-inch and 1%4-inch thicknesses, 
while sizes of the panels range from a minimum of |8 x 34 to bs 
34 x 144 inches. Shown in the picture is one of the first installa- 
tions of the panel. It is dwarf height with glass above. 
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Office Standards 


(From page 36) 


In step No. 2 the office manager must recognize 
the possibility for a standard. This is perhaps the 
most critical step in this translation of problems 
to standard solutions. 

In passing it might be well to call attention to 
the use of the foundations of efficiency. Stang. 
ards are the practical application of these pring. 
ples. 

First of them is ‘‘Re-wse’’—as in 2a-1, “the goly. 
tion of a problem recurring at one location.” The 
problem occurs day after day, or month after 
month. You re-use the solution at one location 
many times in sequence. 

Second is “The Unit and its Multiplier’—the 
re-use of a solution at different places, probably 
simultaneously. A company with branch offices 
would be using this principle. 

The third principle is “Uniformity.” Not uni- 
formity for uniformity’s sake, but uniformity be. 
cause of utility. The uniform color used for traf- 
fic lights is not good just because it is uniform 
but because a green light means “go” all over 
the country and a red light means “stop.” 

(To be concluded in September) 


Storage Requirements 


% REQUIREMENTS as to the length of time 
records of completed or terminated military con- 
tracts must be retained before they can be 
destroyed were clarified July 18th by the National 
Military Establishment for the benefit of con- 
tractors who are finding the storage costs of 
these records burdensome. 

The Procurement Policy Council of the Muni- 
tions Board, which made an analysis of the re- 
quirements, stated that under certain circum- 
stances, records may be replaced with acceptable 
micro-photographs, or the contractor may apply 
for permission to destroy them. The factors 
which govern contract record retention are as fol- 
lows: 

The only statutory regulation bearing on reten- 
tion of contractual records is contained in the 
Contract Settlement Act of 1944, the pertinent 
portion of which is incorporated into the 1948 
revision of 18 U. S. Code 443. In substance, this 
statute provides that contractual records on war 
contracts must be preserved until (1) five years 
after the disposition of termination inventory by 
the contractor or Government agency, or (2) five 
years after the final settlement of any such con- 
tract, or (3) 31 December, 1951. By regulation 
of the Office of Contract Settlement, however, 
earlier destruction of these records is permitted, 
provided. approval is obtained and_ properly 
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Muni. | The entire IBM organization is geared to serve management 

mesegee iB M throughout the nation. 

ae One of its services is provided by IBM Service Bureaus, which 
efficiently perform accounting and statistical functions for busi- 


»ptable SERVICE ness on IBM Electric Punched Card Accounting Machines. 


apply | 
Clients, varying from the smallest organization to the largest 


factors 

as fol- TO and representing almost every field of business and industry, 
use this service to obtain inventory reports, payroll records, cost 

reten- reports, sales and market analyses, and for the preparation of 


in the many other types of accounting or statistical data. All work is 
-tinent M AN AG E M E NT handled by experienced personnel and is held strictly confidential. 
Service charges are based on the volume of transactions and 


e 1948 

e, this number of reports required. 

ym war IBM Service Bureaus are located in principal cities. 

» years 

ory by 

2) five 

a INTERNATIONAL BUSINESS MACHINES CORPORATION 
mitted, 

‘operly | World Headquarters Building, 590 Madison Avenue, New York 22, New York 
st, 1949 
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YOU INCREASED 
SERVICE AND VALUE 


CARBON PAPERS 


TYPEWRITER CARBON BILLING CARBONS 
-—FAN-FOLD CARBON PENCIL CARBONS 
CARBON JACKETS REGISTER ROLLS 


TYPEWRITER RIBBONS TABULATING RIBBONS — 
Addressograph RIBBONS TIME STAMP RIBBONS — 
Bookkeeping Mach. Ribbons ADDING Mach. RIBBONS 


HECTOGRAPH SUPPLIES 


HECTOGRAPH CARBONS MASTER UNITS | 
HECTOGRAPH RIBBONS DUPLICATING FLUID — 
Hand Cleansing CREAM CORRECTION = 7 


‘Godoy vie 


529 So. Franklin St. 401 Wood St. 270 Leteolll 3 
Chicago 7, Ill. Pittsburgh 22, Pa. New York 12, N. 
Factory: Coraopolis, Pa. 
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authorized photographs or micro-photographs 
have been made. 

Other statutes affect indirectly the retention of 
records, although compliance with them is the 
concern of government agencies other than the 
National Military Establishment. One of these 
statutes is the Vinson-Trammell Act, which limits 
profit on vessel and aircraft contracts and under 
which a subject contractor must retain records jp 
accordance with regulations of the Bureau of 
Internal Revenue for the purpose of substantiat- 
ing tax returns. 

The Renegotiation Act of 1948 currently does 
not expressly require the preservation of records 
beyond the period necessary to cover the renego- 
tiation of the contracts involved. 

The standard clauses generally inserted in con- 
tracts of the National Military Establishment 
often prescribe fixed periods of time, after com- 
pletion or termination of a contract, during which 
contract records must be preserved. Generally, 
all records pertaining to cost-type contracts must 
be kept for a period of five years after their com- 
pletion. Either no time is specified for retention 
in fixed-price contracts or else a period, usually 
of three years, is prescribed. In both types of 
contracts provision may be made, either in a 
contract clause or by special arrangement, that 
any required records may be replaced with ac- 
ceptable micro-photographs. 

If a contractor is in doubt as to the length of 
time his records must be preserved, he should 
write his contracting agency asking for a deci- 
sion. Should a contractor find his storage prob- 
lem to be unusually burdensome and costly, and 
it is known that all audits have been completed 
and all other purposes for which the records were 
retained have been satisfied, he may make a re- 
quest of the contracting agency for permission to 
destroy the records. 


Gray Audograph Appoints Managers 

Walter E. Ditmars, president of the Audograph Co., Inc, 
521 Fifth Ave., New York, announced the recent appointment 
of James F. White as general manager, and J. Beverly Miller 
as sales manager in charge of operations in the New York, 
New Jersey, Eastern Pennsylvania and Maryland areas. Mr. 
White was formerly Eastern sales manager of the Andrew 
Corp., Chicago, and development engineer for the Maxson 
Corp. 

Mr. Miller was formerly sales manager of the Baltimore 
Audograph Co., and vice-president of Mid-America Sales 
Co. handling distribution of the Gray Audograph throughout 
Ohio, Michigan and part cf West Virginia. 

The appointments are the final step in the complete reor- 
ganization of the New York Audograph Co. set-up, accord- 
ing to Mr. Ditmars. The firm recently moved to its new ad- 
dress. 


Meilink Appoints Chicago Representatives 

Meilink Steel Safe Co., Toledo, announces the appoint- 
ment of Gunvir Industries, Chicago, as representatives for 
the Chicago area. 
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Mimeographed price lists and other mailings that are 
blurred and hard to read because of poor-quality paper 
can Jose orders for you... right when your prospect 
should be sold! 

Avoid problems like this by having your mimeographed 
mailings done on Hammermill Mimeo-Bond. With it you 
can get clean, legible copies every time— more than 
5,000 from a single stencil—and you know that every 
one of them will be clear and easy to read. 

What’s more, Hammermill Mimeo-Bond comes in 
white and six distinctive colors, enabling you to put 

, your message on a “‘signal system”’ color that is readily 
identified. 

Zs 


For the name of a ber of the H il! Guild of Printers, 
ready and willing to supply your printing needs on Hammermill 
Papers, call Western Union by number and ask for “Operator 25.” 


“Is this $23.00 per 
dozen eee OF $28.00? ad 


We'd like you to test Hammermill Mimeo-Bond in your 
own office at our expense. Simply attach the coupon 


below to your business letter- 
head and we'll send you— 
FREE —a 100-sheet test 
packet of Hammermill 
Mimeo-Bond. With it, we'll 
includea copy of the helpful 
Hammermill idea-book 
“Better Stencil Copies,”’ 
which shows how to get 
best results from your sten- 
cil duplicating equipment. 


- ra | 


Send coupon today for 
FREE trial packet of 
Hammermill Mimeo-Bond 


HAMMERMILL MIMEOGRAPH PAPER 


A HAMMERMILL PRODUCT 


Hammermill Paper Company, 
1471 East Lake Road, Erie, Pennsylvania. 


Please send me— FREE —the 100-sheet packet of Hammermill Mimeo- 
Bond and a copy of **Better Stencil Copies.”’ 


re ———- 


Position 


(Please attach to, or write on, your business letterhead) OM-AU 
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COMING * VENTS 
Business Show of Progress ‘ September 27th.30:4 
Sixth Edition 
Palace Hotel, San Francis 
Records Management esedhalln of New York September 2944 


Busines ane rds C onferen : 
Commodore Hote New 
National Institute of Benannael “Berea ‘October 23rd-2btn 
4th Annual Conference and Produ 
morte Cleveland Cleve and O. 
National Business Show October 24th-29+ 
© ° Grana Central Palace, New York 
f t 5 k a National Office Management Amedlddion October 19th-I 1+ 
ines cS ec Ing an 3rd Regional Corference and Equioment Exposition 
b4 w+ Forten alle Im 37a 


| 
| Personnel bs September 26th-28th 


marking crayon made! pass en 


Office Management x9 October 20th-2is4 
Hotel Statier, New York 
| Secretarial Studies Expanded 
Expansion of the field of secretarial studies at Ohio 


_ WASHABLE SILK CRAYON No.295 Bi] 


MACK im yaa 


BARS LUMBER CRAYON 


ee STAONAL acw | State University will begin this autumn, according to Presj- 

—— ; dent Howard L. Bevis, who has announced the appointment 

of Dr. Charles B. Hicks as assistant professor in the depart- 

SEF ment of business organization and director of the secretarial 

| mat IN USA STAONAL wo9 program. The announcement was made following action by 
SOs T uuereen convo the University’s Board of Trustees. 

= paenancnt TT 
{| STAONAL 


PERMANENT 


ae No.4 STAON ALH 
fs STAONAL 1) 


Dr. Charles B. Hicks C. L. Littlefield 


A native of Michigan, Dr. Hicks has had wide experience 
as a teacher in the high schools of that state, in Western 
Michigan State College, in the Army and as a graduate stu- 
dent at the University of Michigan during the past two years. 
In his new post as director of the Ohio State secretarial area, 
he will work with C. L. Littlefield, office management special- 
ist in the business organization department, and will coop- 
erate with members of the staff in business education. In 


SPECIAL CRAYONS FOR EVERY USE 


AND EVERY KIND OF SURFACE addition to teaching undergraduate naam, he will supervise 
graduate studies and research problems. 

There is a Staonal for marking Boxes, Crates, Bundles, Additional graduate courses in office management and 

Paper Parcels, Shipping Tags; for China, Glass, Cellu- | secretarial work, to be developed by the College of Com- 

lose, Plastics, Tin, Metal, Textiles, Leather, Wet and merce and Administration, will make it possible for qualified 


Dry Lumber, Rubber, Paper; Oily, Wet or Dry Surfaces; 
for use in Bowling Alleys. 


students to earn the Master cf Buiness Administration de- 
gree in either of those areas. Combination programs, which 
will be conducted in cooperation with the department of 
business education, are intended to prepare graduate stu- 
dents for university teaching opportunities or attractive busi- 
ness positions. 
The Ohio State secretarial program is already a well-estab- 
lished study area of the Commerce College headed by Dean 
No. 2 is the outstanding crayon for general Walter C. Weidler. It is under the administrative super- 
marking, express packages, shipping containers, etc. vision of Dr. H. H. Maynard, chairman of the department of 
business organization. 


All are free from grit, waterproof and permanent, or 
washable, as required. Made in a wide variety of 
types, shapes and colors for every imaginable marking 
purpose. Packed one dozen sticks in a box, one gross 
in a container. 


New Sales Post for Rumsfield at Friden 
Henry G. Rumsfield has been appointed sales manager 
for the Chicago office staff of the Friden Calculating Ma- 
: chine Co., Inc., San Leandro, Calif., according to George L. 
BINNEY & SMITH (or @) Rogers, manager. 
F; With a business background covering twenty years, most 
of it in calculator sales, Mr. Rumsfield is particularly well 
| qualified to fill this spot recently vacated by V. A. Doyno. 


Gold Medal Products x Lead on Merit 


41 East 42nd Street, New York 17, N. Y. 
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electricity 


— Electricity 
makes the difference on the Remington 
Electric DeLuxe — makes this type- 
writer operate with greater ease, 
greater speed. greater accuracy. 

From the moment you flick the 
readily accessible switch on the Rem- 
ington Electric DeLuxe, every opera- 


tion is completely electric! The quiet 


August, 1949 


works for 


LP» COO; 


flowing action when you touch the 
finger fitted keys . . . the swiftness of 
the carriage return . . . the uniformity 
of type impression are all accom- 
plished with electric ease. This tri- 
umph of typewriter engineering and 
design always turns out distinctive 
correspondence, sharp stencils and 


clear multiple carbon copies. 


See the Electric DeLuxe at your 
nearby Remington Rand office. We'll 
be glad to arrange a demonstration... 
without obligation . . . to show how 


electric typing works for you. 
Remington Rand Inc. 


AME IN TYPEWRITERS 
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for Secretaries and Bosses 


Our heroine’s lips are stapled shut ( and that’s not 
a bad idea for the fair sex). 


But the real secret that’s getting ‘round is the 
success of NEVA-CLOG in offices. The boss goes for 


silent-working N-C because, with him, noise is 
“N.G.” He even likes one on his desk—it looks “execu- 


tive,” saves fumbling with paper clips, fits perfectly 
in any drawer. Stenos like NEVA-CLOG because 
they don’t have to pound it to use it—and it’s so-o0-o 
pretty! And file clerks? ... 
But that’s another story. 


they go for N-C, too. 


Model J-30 
Also available 
with tempo- 
rary fastening 

feature. 

Specity 1-60 
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| Important Promotions at IBM 


International Business Machines Corp., 590 Madison 
Ave., New York, announces that J. E. Brent, general sale 


_ manager of IBM Ltd., of Canada, with headquarters jn qo. 
| ronto, has been elected vice-president of that company, Mr | 


Brent joined IBM in 1931 as assistant sales representative 


|. Smith Homans 


Benjamin H. Askew 


The appointment of I. Smith Homans, manager in Newark, 


| N. J., to the new post of assistant to the president in New 


York, and of Benjamin H. Askew, to controller at Endicott, 
N. Y., were also made known. 
Mr. Homans joined the company in 1931 at Louisville, Ky, 


| and later served in various sales capacities throughout the 


country. Mr. Askew became associated with IBM in 1940 
at Atlanta, Ga., and last December became assistant con- 
troller at world headquarters in New York. 


New Paper Drill Announced 

The Mitchell Corp., 112 Matthews Ave., Hagerstown, 
Md., has announced their new Twirlit Senior noiseless mul- 
tiple paper drill with detachable, interchangeable drill heads 
for drilling various size holes in any size stock of paper or 
cardboard. 

The latest product can drill through 12-inch thickness of 
paper or cards at one drilling. Hollow cutters are of heat 
treated steel and the body is of cast iron, finished with baked 
crackle enamel. Has nickle plated fittings, rubber feet and 


_ adjustable heads. Drills never need sharpening, it is said, 


and precision adjustment of spacing guide and ruled scale 


' assures uniform margins. 


_ Printing Purchased By Contract 


Cullom & Ghertner Co., contract printers and litho- 
graphers of Nashville, Tenn. and Atlanta, Ga., announce the 
introduction of the “C & G Plan,” a new method of purchas- 
ing printing. It is claimed for the “C & G Plan” that it will 
enable large users of commercial and industrial printing to 
contract for their annual requirements at substantial savings. 
The two Cullom & Ghertner plants include fully equipped 
letterpress and offset departments, at Nashville and Atlanta, 


| ideally located as a shipping depot. 


The Printwell Co., Inc., 24 West 20th St., New York, has 
been designated as exclusive sales agents for Cullom & 


| Ghertner in the East. 
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NEW DESIGN FOR 


Yes, there are 81 new different models and sizes of In- 

| vincible “Modernaire’’ desks designed to make business 

living easier . . . more attractive . . . more efficient! Ad- 

justable height to fit individual requirements for leg 

room — for writing ease. Non-glare linoleum tops mean 

all-day eye comfort. Smooth-sliding and rolling drawers 

| mean easy reaching for work papers. Exclusive Invincible 

Finger-Touch locking compressor in letter drawer means 

fast filing — no strain pulling files out — no “jamming” 
them in. 

Desks are made from heavy-gauge steel, with all- 


Modernaire 
Features You'll . 
Like! 


Z 
New 30” width on general office models means 


big savina in floor space. desk height from 29” to 


BUSINESS LIVING 


Rust-proof, sturdy, screw-jack 
30%, 


ee SBR 


welded construction, Tops are extra-reinforced to with- 
stand heavy-weight loads. They're built from carefully 
designed standard units for uniformity of appearance 
.. . for low-cost sale. For detailed information on these 
great new desks —- how each model and size fits a specific 
office need — write Dept. C. 


UIVITCIBEG 


METAL FURNITURE CO., MANITOWOC, WIS. 


Note spacious drawers. Box drawers equipped with 
one divider adjustable on 1” centers. Lap drawer 
with compartmented convenience tray. 


type glides. Adjust 


letter drawer with Invincible Fin 
ger-Touch Com- 
9a Note heavy-duty, silent-action Progressive 
-bearing rolier cradle suspension. 


strength here! 
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, eZ 
Worm's eye-view of top ribbing on Invincible 
Modernaire Desks . . . mo worry about lack of 
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desks have stainless steel bind- 
Precision die-cast 


All **Modernaire"’ 
ing and corner protection. 
hardware to match. 
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for size (Qeeeeag for point you want 
pencil (9 or more 
you use! 


NOW! YOU GET THE POINT... 
THE EXACT POINT...EVERYTIME! 


It’s here! Now! It’s the new Apsco SELECTOR model— 
the first and only pencil sharpener with an outside point 
selector! One quick, easy turn of the dial, and you get 
the exact point you want! 


No more blunt points, ac 
more split leads, no more 
time-vasting adjustments. 
New spill-proof receptacle 
for quicker, easier clean- 
ing. New design for added 
beauty, utility. Get a dem- 
onstration of the. new 
Apsco SELECTOR from 
your dealer, or write us 
for his name. 


Inner cutter 

knife—exclusive with 
Apsco—gives you a “point on a 
point,” regardless of lengthof lead. 


PATENTED 


AUTOMATIC PENCIL SHARPENER CO. 
1821 EIGHTEENTH AVENUE, ROCKFORD. ILLINOIS 
OFFICES IN NORTH HOLLYWOOD AND TORONTO 
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Recipe for Brass Hat Salmagundi 
* TAKE any lump of eight hours; add a pinch 


_ of brass from middle management in a cold stiff 


condition; work slowly with just enough author. 
ity into a prima-donna complex until a fisheye js 


| quite evident; place in a swivel before a mahogany 


flat top; add a crisp sprout of authority in the 


| person of a snappy secretary ; keep separate from 


the rest of the office as much as possible; plaster 
rank and file with an abundant life in the form of 
paperwork with sprinklings of sacred cows; sea. 
son well with overtime and deadlines; keep stir. 


ring steadily until boiling hot; be sure the brags 
_ always arises to the top and forms a crust; con. 


tinue to stir without letup with the brass on top 
until a pungent odor is evident throughout the of. 
fice. You will know if it is well done when the 
brass shows it is the business and the rank and 
file knows it is getting the business. 

At the boiling point either skim off the brass 
with a hatchet man and allow to settle; or if you 


_ like it served in the old-fashioned manner, al- 


low to simmer in a continuous bottleneck—By 
Charles O. Libbey. 


New Sales Manager for Accounting Machines 
George J. Longueville has been appointed national 
sales manager of Underwood Corp.’s accounting machine 
division, according to an announcement by W. F. Arnold, 
vice-president and general sales manager. 
Mr. Longueville, who joined the company in 1925 as a 
service representative, served with the infantry during the 
last war, and upon his discharge in 1946 became a special 


| representative for Underwood’s Pacific district with head- 
| quarters in San Francisco. In 1926, he joined the company’s 


accounting machine sales organization in that city and in 
1936 became accounting machine divisional manager. In 
1938, he was appointed branch manager of the company’s 
Fresno, Calif. office, and in 1940, joined the accounting ma- 
chine division headquarters in New York. 


_ Masson-Stanborough 


Miss Roberta Stanborough, daugther of Mr. and Mrs. 
Robert Stanborough of Rosslyn Farms, Carnegie, Pa., was 
married to Alistair P. Masson, associate editor of Orrict 
ManacemMent & EquipMENT, on July 16th at St. John’s Epis- 
copal Church, Larchmont, N. Y. 

The bride’s father is with the systems division of Reming- 
ton Rand, Inc., in Pittsburgh. The bride is associated with 
the Public Affairs department of the American Broadcasting 
Co., in New York. 


Corrections, Please! 


In connection with the article “An Office with Home 
Comfort” by Carl Winfred Snyder in July Orrice MANacE- 
MENT, Jerry Spero, of J. Spero & Co., 549 W. Randolph St. 
Chicago, whose executive office the article described, calls 


| attention to the fact that his first name is Jerry, and not 


Jerome as the article stated. He points out also that his 
company is in the business of selling equipment for lith- 
cgraphing and printing and dees no lithographing itself, as 
the article erroneously indicatsd. Mr. Spero hopes also that 
readers will take the allusion to a busy executive's ulcers 
in the figurative, rather than the literal sense, inasmuch as 
he is certainly not a victim of that affliction. 


August, 1949 


i . 


-—~sl 
. 4 N EW BE “SELECTOR” [pee 
* i 
S Yr lf: | Gi 
aia |i) ree | om a 
* a | 7 
.- —_ = . ' i 4 | 
epi | | 
ee | pags EAE ——— | 
i: ee oo | 
a. | 
: [SS : 
oa a AGG GG | 
oe ~ 
* psco | 
‘ ei 
i. ‘ Rais ' - * i | 
‘ 2? | 
. 68 ee | 
— is _— oe Rea ; el a oe 6 3 a — ees 
a ‘ . ee iia = “oe le: - — eae ae % < a. 4 is a —o ss i 


i pinch 
Id stiff 
author. 
heye is 
hogany 
in the 
e from 
plaster 
orm of 
'S; Sea- 
2p stir- 
e brass 
it; con- 
on top 
the of- 
len the 
nk and 


2 brass 
if you 
ler, al- 
k.—By 


ines 
national 
machine 
Arnold, 


925 as a 
iring the 
a special 
th head- 
ympany’s 
y and in 
iger. In 
ympany’s 
ting ma- 


and Mrs 
Pa., was 
f OrFice 
n’s Epis- 


Reming- 
ted with 
adcasting 


th Home 
ManacE- 
lolph St.. 
xed, calls 
and not 
that his 
for lith- 
itself, as 
also that 
2’s ulcers 
smuch as 


ust, 1949 


‘Now Heres the Desk Youve Been 


™! 


All STEEL AGE desks have 
adjustable gliders for leveling 
on uneven floors and to adjust 
height in any degree from 
29 inches to 30). inches. 


You've never seen an executive desk so magnifi- 
cently modern and efficient as this STEEL AGE 
masterpiece. One glance, one touch, and you 
know that quality, above all else was the deter- 
mining factor in its painstaking creation by the 
metal craftsmen of Corry-Jamestown. The beau- 
tiful functional lines were designed for years of 
lasting good looks. The smooth-rolling, ball bear- 


eile 
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Looking for I 


The STEEL AGE Executive Desk— 


First Choice 


MANUFACTURING CORPORATION * CORRY, PA. 


of Successful Business Men 


ing suspended drawers assure effortless operation. 
Greater foot room, a non-glaring Corroleum top 
and a recessed knee space at the back for across- 
the-desk dictation are added touches of con- 
struction refinement. No wonder people say: 
“Buy STEEL AGE and you buy the Best in steel 
office furniture!” 


- . CORRY—JAMESTOWN 
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Here’s 
Cool Chair 
Comfort 


for You 


in Hot 


6621'/2 VR 


‘adler 


AIR COOLED 
FOAM RUBBER SEAT 


is a built-in feature of 


Taylor’s 6621%2 VR> 
BANK OF ENGLAND 


| and George A. Roubik, secretary. 


Seat is extra soft, and the foam rubber 
is over sagless springs. Enjoy the real 


comfort of this chair — its styling, 


durability, quality. a 


You'll want this 
chair — you'll 
like it. 
Recommended upholstery 


is long-wearing perforated 
Fabrilite. 


The‘Taylor Chair Company 


oenrees. 10, uv. Sum. 2 eee 
* : ie 


Please send to me, illustrated folder of above Taylor Chair, prices 
and where I may obtain. 
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News From Chicago OMA 
The Office Management Association of Chicago an. 
nounces that contracts for the 1950 Office Equipment Dis. 
play to be held at the Stevens Hotel, February 27th, to March 
lst, have been distributed. 
Myron D. Ross, Jewel Food Stores, is the new president 
of the Association and he has named Herbert W. Vetter, 
Commonwealth Edison Co., as chairman of the display com- 


| mittee. 


Present plans call for Executives’ Day to be held on March 
lst, climaxed by a banquet to be sponsored jointly by the 
exhibitors and the Association, on the evening of that date. 
Last year 76 manufacturers and distributors of office equip- 
ment and services participated in the Display. 

The Association says that it will again sponsor a Seminar 
which will be conducted on the same days as the Display, 
Northwestern University will be a joint sponsor. 

Other Association officers, in addition to several directors, 


are: H. W. Dickhut, Diversey Corp., vice-president; Frank 


Myron D. Ross 


D. Hurt, W. A. Alexander & Co., vice-president; M. A. Geor- 
gen, City National Bank & Trust Co. of Chicago, treasurer, 


It was also made known that because of their outstanding 
contributions to the success of the Association and to the 
field of office management, the following men were awarded 
gold Leffingwell Merit Award keys and honor scrolls: 

Albert F. Hagedorn, office manager, Bauer & Black Div., 
The Kendall Co.; J. M. Herrmann, assistant cashier and di- 
rector of personnel, American National Bank and Trust Co,; 
F. E. Kelly, office manager, General Candy Corp.; Paul Man- 
ning, attorney, own firm; T. J. Manzke, office and employ- 
ment manager, the Pure Oil Co.; Kenneth W. Moore, Chicago 
Title & Trust Co.; William Smith, manager, Record Instruc- 
tion Dept. LaSalle Extension University; J. C. Staehle, direc- 
tor of industrial relations, Alden’s, Inc., and H. W. Wylie, 
assistant secretary and treasurer, The Pure Oil Co. 


_ Many New Research Projects at A.S.T.M. Meeting 


At the twenty-second formal technical sessions and th 
several informal sessions and round-table discussions hela 
during the 1949 annual meeting of the American Society for 
Testing Materials in Atlantic City, N. J., June 27th to July 
lst, upward of 185 papers and reports were presented. This 
was the fifty-second annual meeting of the Society. 

On the recommendation of the A.S.T.M. technical commit- 
tees, 77 new tentative specifications and methods were ap- 
proved, and almost 100 previous tentatives are to be adopted 
as formal standards. Many other specifications and tests 
were revised and brought up-to-date. All of these will be 
published in the 1949 Book of Standards to be issued in six 
parts late in the year. 

James G. Morrow, metallurgical engineer, the Steel Co. 
of Canada, Ltd., Hamilton, Ontario, was elected president for 
1949-1950 succeeding R. L. Templin, assistant director of re- 
search and chief engineering of tests, Aluminum Co. of 
America, New Kensington, Pa., who continues on the 
of directors as past president for three years. 
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Xibin screw-in feed and pen-point is an added feature in the Sengbusch 


Handi-pen line. 
Note! 
busy 


Handi-pins appeal ti 


for the entire office force 
such 


mg annoyances 


The popular wedge-feed is 
users like the economy of this feed when replacing pen points 
executives and professional people 
they offer smooth, efficient, instantaneous writing service. 


os constant refilling, clogging, flooding. 


SELF-CLOSING INKSTAND CO.., 189 Sengbusch Building, Milwaukee 3, Wisconsin 


in Your Office 


now equipped with 


(screw-in feed and point) 


Improve Writing Efficiency 


with Sengbusch 
Handi-pens 


The Sengbusch desk-set line gives you 


the utility and appearance that please 
both routine workers and demanding executives 


still available, because many large 
because 


they save time and eliminate disturb- 
They are 


FOR MARGINAL 
PUNCHED FORMS 


Continuous forms with 1” marginal holes have 
long presented an inadequately solved binding 
problem. Now, for the first time, these forms 
can be bound just as easily and economically as 
any other. 


With CESCO’S NEW “Thin-Post” Binder, addi- 
tional punching is no longer required; for its /” 
posts accommodate the very holes used on the 
various aligning devices. The Dual-Loc Mechan- 
ism is part of each binder, providing smooth, 
unfailing and secure keyless operation. 


reasonably priced. 
ave famous 
supply of ink. 


“Capillary 
Thanks to the scientific Sengbusch method of inking, 
there is no ink deterioration or waste; the last drop of ink in the con- 
tainer is as fresh as the first 

Let these i } 
Standardize on Sengbusch Handi-pins—order from your stationer today 
Write for circular. 


practical 


Action” inking principle—Hold 6-months’ 


writing features save you time and bother. 


THE NEW “THIN-POST" BINDER WILL CUT 
YOUR PAPER COSTS, SAVE YOUR TIME, 
AND PROVIDE AN EFFICIENT AND NEATLY 


BOUND FILE FOR ALL CONTINUOUS FORMS. 


SEND FOR LITERATURE AND PRICE LIST TODAY! 


The C. E. SHEPPARD Co. 


PIONEERS IN VISIBLE RECORD-KEEPING EQUIPMENT 


44-11 21st Street (Geet) Long Island City |, N. Y. 
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Communications Men to Meet 


The first 1949-50 meeting of the Communications Man- 
agers Association of New York takes place next month under 


R. L. Bibb 


the direction of R. L. Bibb, American Airlines, 
year succeeds W. D. Yeung, Shell Ol Co., 
first president. 

Elected to office with Mr. Bibb, were W. C. Itschner, 
United States Rubber Co., vice-president; V. J. Murphy, 
Union Carbide & Carbon Corp., secretary, and W. Van Eps, 
Jr., Ingersoll-Rand Co., treasurer. 

Scheduled for Wednesday, the 21st of September, the meet- 
ing will be held in the conference room of the United States 
Rubber Co., following lunch at the Hotel Abbey. 


who this 
the asociation’s 


NOMA Sets Regional For Omaha 

The third regional conference and office equipment 
exposition, sponsored by the National Office Management 
Association, will be held at the Hotel Fontenelle, Omaha, 
October 10th and 11th. Full information as to rates, reserva- 
tions and applications can be secured by writing A. C. 
Spangler at the Association’s headquarters, 132 West Chelton 
Ave., Philadelphia. 


Schou Assumes Presidency of Computing 
Machine Firm 
John C. Schou has been elected president 


of Plus 
Computing Machines, Inc., and will have offices at the com- 


pany’s new headquarters, 37 Murray St.. New York Mr. 


John C. Schou 


Schou anncunced that Plus’ sales and service staffs are now 
being expanded by opening additional franchise territories. 
and said that present distributor and branch organizations 
will be supported by a national advertising and promotional 
campaign directed by Fuller & Smith & Ross. Inc. 

The New York organization of Plus is a subsidiary of the 
Bell Punch Co. of London, England, founded in 1878 and 
sole manufacturers of the Plus products. 


NIGP Conference-Exhibit Plans Complete 
The fourth annual conference and exhibit of the Na- 
tional Institute of Governmental Purchasing will be held in 
Cleveland October 23rd to 26th in the Hotel Cleveland, 
Mayor Thomas A. Burke of Cleveland is serving as honorary 
conference chairman. The general conference chairman for 
the sessions is Leo Weil, city commissioner of purchases, 
A floor plan and rate chart showing price of spaces are 
available upon request to Albert H. Hall, executive director 
of the Institute, 730 Jackson Pl., N.W., Washington, D. C. 


Woldeon Robes E&nanau 


No. 900 SUEDE Circular—the = 
typists’ favorite soft gray eraser. 
No. 9000 SUEDE WHISK — the Suede 
eraser with new style brush. 

No. 120 SUEDE —all purpose eraser 
for ink and ‘‘stubborn” pencil marks; 
bias beveled for details; broad a 


surfaces for cleaning. 


WELDON ROBERTS RUBBER COMPANY 
Newark 7, New Jersey 


WORLD'S QUALITY STANDARD 


At Your 
Stationers 
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rector oS 
C. , . 
wig “ & 
| iS 
| - " * 
| The Cedar King, Nationally s 
known, Nationally advertised, + 
fast becoming America’s leading Be “ zipper carrying 
pencil buy .. . made in 5 de- a = : case available 
grees . . . boxed in dozens. A ot baad 
: lete line is ¢ 4 ale EY 
| complete line is at your service. E SWF; ADDING 
| @ 5 MACHINES 
iZ 
3 ; 
, | ...are in a league by themselves. 
Ask local dealer, if h 4 
ae. . i write to re — Check these features...weighs 6/2 pounds; short 
| stroke handle; sturdy construction; non-crawling; 
non-glare keys with full size keyboard; totals and 
| & y y 
‘ sub-totals in red; over-size numerals; and many more. 
You are missing the bet of a lifetime if you don’t 
team up with a Swift now. Remember, it is small in 
NATIONAL size, cost and weight...three big advantages that 
make it an important part of all types of businesses 
PENCIL COMPANY —large or small. 
. SHELBYVILLE See your dealer, or write: 
: TENNESSEE 
ars 
New York Office: 220 Fifth Avenue 
Great Barrington, Massachusetts 
1949 | 
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Ace has always built but one kind of stapling equipment . . 
the best. Users, the world over, are well aware of this fact. 
Every machine and every staple is produced with a degree 
of skill and watch-like precision unapproached in the 
stapling industry. This fine workmanship, plus the best 
materials obtainable, give to Ace Staplers those smooth. 


» efficient reliable operating qualities so greatly appreciated 
by all who use them. 


life stapler. 
Staples, pins and 
tacks. Guaranteed 
for five years. 


ACE CLIPPER 


ACELINER One of ACE’S finest 
Most beautiful and effi- models. Light weight, 
cient stapler ever built. easy action. Precision 
It staples, pins, tacks engineered from finest 
and hand fastens. steel. 


ACE FASTENER CORPORATION + 3415 NORTH ASHLAND AVENUE + CHICAGO 13 


MOST FAMOUS ANCIENT GUIDE — 
THE PILLAR OF CLOUD AND 

FIRE THAT LED THE ISRAELITES 
THROUGH THE WILDERNESS... 


FAMOUS TODAY . . . CELLUGRAF 
SIGNALS FOR BUSINESS CONTROL 
SYSTEMS . . . UNFAILING SENTINELS 


TO SPOTLIGHT FACTS AND 
ASSURE ACTION 


SIGNALS 
and MAPTACKS 


GEORGE B. GRAFF CO., CAMBRIDGE 40, MASS. 
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New Remington Rand Brochure 

The Systems Division of Remington Rand, Inc, 415 
Fourth Ave., New York, calls attention to the services of- 
fered by its management services department in an attrac. 
tive brochure entitled “A Unique Management Consulting 
Service.” 

Attractively gotten together on fine paper, the pamphlet 
delivers its message in a minimum of words. The service jg 
described as being “the only administrative consulting sery- 
ice based on an accumulated. business experience of more 
than 70 years,” and lists as its spheres of effort, organization 
surveys, sales analysis and control procedures, order and 
billing procedures, production control, inventory control, 
planning and scheduling, personnel department procedures, 
cost reduction and control programs, and office layout plans, 


Mass Recordings on Wire 

A new development in the wire recording industry js 
the recently announced Duplicording process perfected by 
the Magnetic Recorder Division, Air King Products Co, 
Inc., 170 53rd St., Brooklyn, N. Y. Now, according to them, 
one or a thousand copies of a recording can be Duplicorded 
on wire, each record being anywhere from one minute to one 
hour in length. 

Duplicording, it is claimed, has been responsible for the 
increased use of wire recorders by business executives, 
who are equipping branch offices and field representatives 
with units and, via the economical Duplicording process, 
establishing “Company Broadcasting Systems” for the pur- 
pose of maintaining closer and more personal contact within 
the organization. Strategically placed, a department head 
can now make a wire recording at his own desk, send it to 
Air King for Duplicording as many copies as there are wire 
recorders in the company, and within 24 hours have his own 
voice heard simultaneously everywhere in the company. 


Proper Paint Color Selection Simplified 

Answering a long-felt need for simplifying the selec- 
tion and use of color in maintenance painting in offices and 
industrial plants, a “color compass” has been developed by 
the Arco Co., 7301 Bessemer Ave., Cleveland, originators of 
the Optonic Color System. 

This new color selection wheel, appropriately called the 
“Optonic Color Compass,” is a handy aid for determining 
quickly and easily the proper shades of Optonic paints rec- 
ommended to create better seeing conditions, greater plant 
safety, higher employee morale, and more efficient “house- 
keeping.” Merely by operating the compass according to 
the simple directions given, eight different color schemes are 
shown, two each for rooms exposed to the north, south, east 
and west, which are used to secure these functional values. 
Also given are scientifically sound selections of colors for 
controlling light reflectance accurately through application 
of specially formulated paints in rooms having a double ex- 
posure as well as in those areas where artificial lighting is 
the predominant means of illumination. 

In addition, four successful color programs for painting a 
wide variety of occasional rooms are presented. Copies of 
this easy-to-use color guide are available on request. 


Information For Ozalid Machine Users 
Ozalid, a division of the General Aniline & Film Corp., 

Johnson City, N. Y., which produces all types of photo copy- 
ing machines, developing units, and supplies, has available 
booklet No. 77 which lists many additional uses for Ozalid. 

Information on Ozalid’s Intermediate materials—papers, 
cloths, and foils—is also available. They are so called be- 
cause they are employed to produce translucent prints which, 
in turn, can be substituted for valuable originals in subse- 
quent print production. Thus, originals can be filed away. 

The complete story on Ozalid products can be had by writ- 
ing to department OM, at the address given above. 
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lt stood the 
test for 50 years 


Big business has discovered this little soap 


eraser . . . tried and tested for 50 years. You 


see it in offices everywhere. There’s no gen- 


eral pencil eraser like it in the world! 


THE ROSENTHAL CO., 45 E. 17 St., New York 3 


“CADO” 


PUNCHLESS BINDER 


“‘No_holes necessary” 


No wonder so many office managers are 
specifying “Cado” Punchless Binders! 
They're neat—save time and space—avoid 
nuisance of punching. Just push two 
slides to bind or remove papers. Nothing 
to wear out. Cover is genuine press- 
board in red, black or gray. Available in 
letter and legal sizes, with punchless 
clip at top or side. 


At your stationery supply dealer. 
rite 


CUSHMAN & DENISON MFG. CO. 
135 West 23rd Street, New York 11, N. Y. 


a “CADO” product 


Nothing New... but Improved Lines 


NON 2-DRAWER 
peony 3-DRAWER 
4-DRAWER 
LETTER 
AND 
LEGAL 
—_ 
4 ALL GAS & 
BALL-BEARING SPOT WELDED 
ROLLERS ON 
EACH DRAWER GRADE “A” 
OLIVE GREEN QUALITY 
on HARDWARE 
MODERN GRAY HEAVY GAUGE 
BAKED ENAMEL FURNITURE 
FINISH STEEL 


. 


KEYSTONE 


eo STEEL EQUIPMENT COMPANY a id 
15 LOMBARD ST., PHILA. 47, PA. 


Also a Complete Line of Steel Storage Cabinets, Wardrobes, 
Combinations, Desk and Counter Highs and Utility Units. 


Write for Literature and Prices 
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HODGMAN'S NEW & OUTSTANDING 


DESK PADS 


Smartly designed and 
handsomely finished, the 
pad is made of special 
pure rubber compound 
in a mahogany color that 
blends in with any desk 
surface.. This new Desk 
Pad by Hodgman will not 
yides perfect writing area 
with slots at top to hold pens or pencils and a groove for 


inserting name or initial plates. asy to keep clean, the y 
pad will withstand hard usage for years. Packed 6 pads 7 
carton. Available in two sizes: 19 x 24 weighs 4% 
while 20 x 34 weighs 6%, Ibs. > 
' 
HODGMAN'S FAMOUS NEVA IWIST y 
- 
FOR IMMEDIATE DELIVERY ; 
The oe —_ ai é . ’ 
cover specifically de- 
signed to prevent the i NEVA-TWIST * 
kinking of telephone ) i) » 
cords and adaptable RUBBER CORD COVER , > 
for use on ironers, > TELEPoNeS ano aPrLucts I tag 
toasters and other 7 
electric appliance 
cords. Neva-Twist + 
withstands wear and 
constant usage, has 7 
no rough edges, won't 
crack, break, or scratch , 
because it is compounded from pure rubber. , 
Hodgman’s Neva-Twist is packaged to sell—comes in an 
eye-catching red and gray cardboard display wrapper » 
which occupies a minimum of space on dealers’ shelves and 
counters, yet gives maximum display value. Packed three > 


dozen per carton and one gross to master carton. Weight 
is 24 pounds per gross. 


HODGMAN RUBBER CO. 
FRAMINGHAM, MASS. 
NEW YORK CHICAGO SAN FRANCISCO 
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FOR THE HOT, 
HUMID WEATHER— 


furnish your customers with the AIll- 
al Weather Wood Block Stamp Pad .. . no 
-— soggy impressions, non-hygroscopic. 

e Furnished in 5 sizes, 400, 0, 1, 2 and 3. 


e Four colors—Red, Black, Blue, Violet. 


Write for Catalog 


Fulton SPECIALTY CO. 


FACTORY AND SHOWROOM 
82 Fulton Street Elizabeth |, N 


pacino 


POSS SSFSSSSSSSS SSS SSOSS SSS SSOSOSOSOSOSOSOOSD 


5 0-6-5-6-06-6-6-0-6-666666066666606060660066066660000066666660004 


Commercial Controls 


Metered Mail Systems 
Letter and Parcel Post Scales — 
‘Seti Openers © Envelope Sealers _ 
Multipost Stamp Affixers” 
Mailroom Tables, Sorting Racks and Ca 
Mail Bags and Mail Bag Holders 
liheabiaaia Check-Endorsing and Cancelling 


Pa a Bis Automatic Stamp Vending Machines 
: Flexowriter Automatic Typewriters _ 


+ Coupon Tickets and Supplies : sah 


Commusiiol Controls Canada Ltd., Toronto 1, Ontario 


Ticketograph Pay and Production Control Systems : gi 


Accountants Nominate Officers 

J. Harold Stewart of Boston, a partner in the account. 
ing firm of Stewart. Watts and Bollong, has been nominateg 
to serve as president of the American Institute of Account- 
ants for the 1949-50 term. His name heads the slate of nomi. 
nees to be voted upon at the sixty-second annual meeting of 
the national professional society of certified public account- 
ants in Los Angeles. October 30th through November 3rq. 

Four vice-presidents, two more than in previous years. 
have been nominated for the coming term: Maurice Austin 
of New York; George O. Carlson of Los Angeles; James J 
Keller, Jr., of Miami, and Maurice H. Stans of Chicago, 
Warren W. Nissley of New York has been nominated as 
treasurer. 

Mr. Stewart has been in public accounting for 28 years. 
He joined the Institute in 1922 and has been a vice-president 
of the society, a member of of its council or governing board 
and of its executive committee, and chairman of its commit- 
tee on public information. He has also served on a number 
of other Institute committees, including state legislation, ter- 
mination and renegotiation of war contracts, accounting pro- 
cedure, and professional ethics. During the war, he was ex- 
ecutive assistant to the director of the Navy Department's 
Cost Inspection Service with the rank of captain. Later he 
was assistant director of the Office of Contract Settlement in 
Washington. 

Mr. Austin, a partner in Klein, Hinds & Finke, is an attor- 
ney and teacher as well as an authority on taxation. He 
has been a professor of law at Brooklyn Law School and 
an instructor on income taxation at the College of the 
City of New York. Joining the Institute in 1933, he has 
headed its committee on federal taxation and served on 
its governing board and executive committee. 

A partner in Ernst & Ernst, Mr. Carlson is a past president 
of the California Society of Certified Public Accountants. 

Mr. Keller, a partner in Pentland, Purvis, Keller & Co., 
has been a member of the Institute’s governing board for six 
years. Active in civic affairs, he has been president of the 
Miami Rotary Club, the Dade County Community War Chest, 
and the Miami Chamber of Commerce. 

Mr. Stans has been a member of the Institute for 17 
years. He is currently serving on its governing board and 
executive committee. He entered the public accounting field 
with the Chicago firm of Alexander Grant & Co. in 1928, 
becoming a partner nine years ago. 

The nominee for treasurer, Mr. Nissley, is a partner in 
Arthur Young & Co. He was a field artillery officer with the 
77th Division during the first World War and a special as- 
sistant to the Secretary of War in World War II. 


Interesting News In Anvil 

The recent issue of The Anvil, house organ of the 
Ralph C. Coxhead Corp., 720 Frelinghuysen Ave., Newark, 
N. J., manufacturers of the Vari-Typer, has among its eight 
pages an interesting feature on typography, a mosaic picture 
made up of alphabet letters, entitled “Miss Typographer To 
You.” Another feature story, entitled “What’s New In Type 
Faces?”, describes the company’s latest catalog in which are 
included the newest sans-serif type faces especially designed 
for the Coxhead DSJ composing machine. 


Booklet on Service Awards Available 

Many employers will be interested in a new report 
on service awards recently published by Irons & Russell Co., 
95 Chestnut St., Providence, R. I., manufacturers of service 
award emblems. The 10-page pamphlet report, titled “Serv- 
ice Awards—Case Histories,” is the result of a survey to learn 
the experience that employers throughout the country have 
had with various service awards. The facts revealed make 
interesting reading and are a source of much valuable in- 
formation. Copies of the booklet are available without 
charge from the company. 
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ACCO PRESS 
BINDERS 
For All 
Sheet Sizes 
i’ 2H 


The big binding job in American busi- 
ness today is being done by 


ACCO 


Fasteners, Binders and Folders 


Wonderful opportunities for buyers of ACCO 
Products exist right in your territory. New build- 
ers for your service are now ready. 

See your Stationer. 


ACCO PRODUCTS, Inc. 
OGDENSBURG, NEW YORK 


In Canada: Acco Canadian Co.. Limited. Tor. 


EYER 


a = Quolity Since 


complete 
2 with supplies 


Easy to operate Junior Efficiency Duplicator offers all 
the advantages of gelatin roll duplicators to the 

small user. Positively the cheapest method of duplicating 
50 to 75 copies of anything written, typed or drawn. 
Junior Efficiency produces brilliant, clear copies 
with each instant impression. Uses changeable 
gelatin films—feeds fast and accurate with 
metal paper guide. Saves money on menus, 
bulletins, price lists, cards, etc. Suction cup feet 
hold it firmly to any table without scratching. 


Write for Complete Catalog 
Offered by Leading Dealer's Everywhere 


THE HEYER CORPORATION 
1848 South Kostner Avenue * Chicago 23, U.S.A. 


Y WASTEFUL M 
DANGEROUS 
OUR MAKESHIFT ETHODS 
Of Cutting and Trimming 

And Use the New “Precise” Trimming Board! 

® Saves Time, Labor ® Cuts Cleaner, Faster 

© Cuts, Trims Light Materials Up to '/4" Thick! 
Be modern, efficient! Throw away your knife, razor 
blade or other makeshift device and let the new “Pre- 
cise” Trimming Board do your cutting and trimming. 
Pays for itself in no time at all; gives you faster, neater, 


safer work every time, at less ex- : 

pense. Has patented adjustable ee soe 
paper guide; 2 white scales on No. 4—12%" 11... 7.00 
black seasoned hardwood board; oo ae pees ro 
nothing finer at any price. A No. 7—24%" |.... 30.00 
size to fit your every need. Com- eS Toe add 
pletely guaranteed. . 


Order Your "Precise" From Your Stationer 
lf Dealer Cannot Supply, Order Direct 


AMERICAN PHOTO LABORATORIES 


Dept. O. 28 N. Loomis St. 


Chicago 7, Illinois 


CLAR-O-TYPE 


Means Business! 


-+ + because 

neat letters 

e creat R 
“ncourage sales, Cuno © goodwill, 
nk-cloggeq type— PE cle 

Quick 
he Stur 


ans dull, 


flammable. T 
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THE CLAROTYPE CO., INC. 
261 Broadway, New York 7 
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See the Revolving (-Thru Display 
At Your Local Stationer 


RULERS - TRIADGLES - GAVIGATIONAL INSTROMERTS - STENCILS - PROTRACTORS - OTHER DEVICES 


CHIU ae Bryaany 


HARTFORD, CONN., U. 


‘@L8E) NEW ITEMS 


PRONG- 
FASTENER 
BINDERS 


Complete range of sheet sizes and 
capacities. Red or Black Press- 
board, cloth hinged, 2-piece con- 
struction, Punched for all standard 
spaced fasteners. 


Prong Fasteners—All popular capa- 
cities and c, to c. Rust-resisting 
metal. Complete units, com- 
pressors only or bases only. 


Rates are I5c a word. Minimum charge $3.00. Payable 
in advance. Address replies to all Box Number ads c/o 
OFFICE MANAGEMENT & EQUIPMENT, 212 Fifth Ave., 
New York 10, N. Y. 


—————.., 


—<—<—<— 


Help Wanted—Male 

BUSINESS ADM: For Profs. Advertising, Accounting, Met., Mktg, 
Retailing. etc. Masters—Doctors Degrees. Colleges—Universities oe 
ies to $7,000. Cline Teacher’s Agency, East Lansing, Mich 


Salar 


i 


$$$ 


Employment Service 


eeanlll inane 
WUALIFIED MEN whose earnings have been $3,000 and up. This 
confidential exchange, now in its 19th year of service to high-grade 
men, specializes in individualized personal service, in opening contacts 
and negotiating for satisfactory salaried positions. Eugene L. Williams 
2220 W. Grace St., Richmond, Va. ; 


or Sale or to Buy 


WANTED: STATIONERS & Printers to take orders for Rubbe: 
Stamps. “Our 4th year doing work for the Stationery and Printing 
Trade.” BARLAM RUBBER STAMP MFG. CO., 431 East 158th St, 
New York 56. N. Y. 

ALLBORO BUYS used adding machines, addressographs, accounting 
machines, multigraphs, coin changers, typewriters, calculators, multiliths, 
cash registers, sorting machines, bundle tying machines. Allboro Busi- 
ness Machine Co., 2799 Third Ave., New York 55, N. Y. 


Services Wanted 


ADDING MACHINE REPAIR Shop wanted to handle local service 
contracts of well known electric adding machine. Opportunity to also 
act as sales agent. Write Room 802-C, 210 Fifth Avenue, New 
York 10, N. Y. 


Representation Wanted 


REPRESENTATION WANTED for a new and very useful Addressing 
and Duplicating Machine retailing at $15. Ve solicit correspondence 
from parties interested in exclusive sales arrangements in their respec- 
tive districts. Very remunerative proposition. Only firms or individuals 
of established responsibility may apply. For details write to U 
EUROPA CORPORATION, 32 Broadway, New York 4, N. Y 


SALE'SBOOKS, One-Time Carbon Forms, Snap-Er Envelopes and Busi- 
Forms. Free Illustration Price Lists. ERSCO, COR. Compton 
Avenue, Bronx 61, New York, j nak 
SALESMEN WANTED for non-conflicting item carried by. all sta- 
lionery and office supply shops. Excellent commission. RING DIV. 
METAL FAB. INST.. 2888 S. Archer Ave., Chicago 8, Ill. _ : 
EXPERIENCED MANUFACTURER'S Representative selling Station 
ery, and Department Stores wanted for new line of modern fluorescent 
desk lamps just developed. Write Industrial Lamp Corporation, Chi 
igo 16, Ill 


ness 


Fountain Pen Repairing and Supplies 


PENCRAFT SAYS:—Do your own fountain pen repairs. Conduct 
your own pen repair department. Increase customer traffic in your 


store. Extra revenue—extra_ profits. Send for free list of pen parts 
and tools. Address, PENCRAFT, INC., 5 Bromfield St., Boston 8, 
Mass 


—" 


Position W anted—Male 


OFFICE METHIIODS & Procedures Specialist:—Ten years experience, 
Procedures, Layouts, Manuals, Form Design Standardization & Control 
All Reproduction and Printing Methods, plus correct Applications. Not 


theory—-Practical ‘“‘Know How” all phases. Presently in South America 
in Supervisory Capacity. Seek similar assignment anywhere abroad. 
OM-55 _ 

FOR OFFICE PROBLEMS voung man with degree in Administrative 


Engineering. ambitious, capable One year's diversified experience im 
administrative field, including office procedure analysis, seeks connection 


in the office field giving opportunity for work on systems and proce 
V) a poy OM 56 : = 
3 a Patent Attorney 
KS 7 PATENT ATTORNEY secures patents. trade waashs, copyright; call or 
5 send me your sketch or model. Confidential advice, literature. 
POLACHEK, 1234 Broadway. New York City 
| 
a 
: 4 on | MAILING TUBES « WRAPPERS 
With or without prong fasteners. Straight cut, '/2 cut, 1/3 cut or 1/5 The tighter you roll the tubes—the stronger they are. 
om. 7a pressboard with cloth "W"' gussett. Letter and legal sizes, FORMERLY MANUFACTURED BY 
an " capacities. 
International Mailing Tube and Wrapper Company 
Write for Our New Complete Catalog Today AMES SAFETY ENVELOPE COMPANY 
ELBE FILE & BINDER CO., Inc., Fall River, Mass. SOMERVILLE MASSACHUSETTS 
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New Handbook On Photocopying Techniques 

An authoritative 72-page handbook on techniques and 
equipment for office photocopying has been published by the 
Eastman Kodak Co., Rochester, New York, priced at 50 cents. 
The booklet is entitled “How to Use Kodagraph Reproduc- 
tion Materials” and diagramatically illustrates methods of 
copying various types of documents. 

Special sections of the book are devoted to methods of 
making photocopies in normal room light, without the neces- 
sity of a darkroom and to methods of copying originals on 
opaque stock or printed or written on both sides of the 
paper. The handbook is designed to serve as a reference 
work for office photocopy departments. 


BM Appoints Reis To New Sales Post 

International Business Machines Corp., 590 Madison 
Ave, New York, announce the appointment of Henry W. 
Reis, Jr. to the newly created position of assistant sales 
manager of the electric typewriter division, with headquar- 
ters in New York. He was previously electric typewriter 
manager in the Boston office. 

Mr. Reis joined IBM at Rochester in 1938, following grad- 
uation from Amherst College. He later served in the Port- 
land, Me., Hartford, Conn., branches in a similar capacity. 
Returning from Navy service in 1946 he was made a chief 
instructor in the company’s educational department at its 
Endicott, N. Y. plant, later that year appointed to the Boston 
managership. 


Equitable To Erect Buildings 

Equitable Life Assurance Society is expected to con- 
struct seven 20-story office buildings along Pittsburgh’s 
planned park at the point of the “Golden Triangle.” Cost 
estimates of the structures range from twenty to fifty mil- 
lions of dollars. 

It is understood that several large Pittsburgh companies 
have signified their intention of occupying space in the 
buildings, among them Westinghouse and Pittsburgh Plate 
Glass. 


Musser Joins McBee Company 

H. C. Musser has been appointed production manager 
of the McBee Co., according to an announcement by D. R. 
Zenner, president. Mr. Musser joins McBee after 25 years 
with the Regensteiner Corp., Chicago, where he was assistant 
plant superintendent. 

The McBee Co., manufactures special accounting equip- 
ment and methods. It operates two plants in Athens, Ohio, 
besides others in St. Louis, Los Angeles, Montreal, and 
Mexico City. General sales headquarters are in New York 
City. 


Supervisory Training Studied 

In a competitive economy, where all resources, mate- 
tial and human, are available to all competitors, the proper 
training of supervisors can be a controlling factor in the 
Progress of a company. This fact was stressed again and 
again by executives who cooperated with the Policyholders 
Service Bureau of the Metropolitan Life Insurance Co., 
One Madison Ave., New York, in gathering case material on 
supervisory training. This material has just been published 
in the report, “Supervisory Training Case Studies,” which 
was issued as a part of the Metropolitan’s continuing pro- 
gram of services to Group-insured companies. 

Purpose of this report is to provide executives interested in 
supervisory training with actual and specific examples of how 
other companies train their supervisors, so that they may 
have a means of comparing their own methods and practices 
with those used in successful programs in other companies. 

Executives who would like to examine this report may 


obtain a copy by writing to the Bureau on their business let- 
terhead, 


August, 1949 


VISIBLE EQUIPMENT SPECIALISTS 


We can supply excellent, reconditioned visible equipment. 
Also supplies for all makes. 


ACME * GLOBE-WERNICKE * Y&E * 
KARDEX * RAND * INTERNATIONAL 


Also all types of vertical filing equipment, including fire- 
proof files, safes, Ledger trays, etc., new and used. 


All equipment fully guaranteed. 
Write for Prices 


Heineman Office Equipment Co. 


4 N. 8th Street St. Louis 1, Mo. 
Phone: Central 6282 


May be deducted on income and pay- 
roll tax returns only upon presenta- 
tion of definite, itemized records. 


' 
Beach's 
“Common Sense’ 


Expense Books 
are best for keeping such records. 


Get them from your stationer or write us 
for samples and prices. 


Beach Publishing Co. 


Detroit 2 Mich. 


Work In Comfort! 


Enjoy one of our 


WOVEN 
PLASTIC TOP 


OFFICE CHAIR CUSHIONS 


Two inch rubberized hair pad, equipped with zipper. 
Attractive, long-lifed. 


Size 2" x 15 x 163%4"—$3.95 each, plus postage. 
Prices on other sizes and quantities on request. 
Satisfaction guaranteed or money refunded. 


P. E. FIELDER MANUFACTURING CO. 


405 East Whaley Street Longview, Texas 


Remington Rand Visible File —solidly built 
of wood. Reconditioned (good as new) olive 
green. 15 drawers. Capacity 1,020 cards. 
Complete with 5 x 8 card holders. 


ALSO OTHER SIZES WOOD KARDEX, 
STEEL KARDEX, AND OTHER MAKES 


World's Largest Dealers in Guaranteed, 
Rebuilt Visible Equipment. 


UNIVERSA 


“The House that Confidence Built” 


OFFICE EQUIPMENT CO., INC. 
7 Waverly Pl., New York 3, N. Y. 
GR-3-3741 
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That's the reaction ia every progressive office 


where we've installed a new Todd Payroll 
System. 

People in the payroll department are pleased 
because Todd Payroll Systems reduce many 
operations to one...eliminate repeated copy- 
ing and transferring...cut errors and get pay- 
rolls out promptly! 

The “boss” is delighted because a Todd 
Payroll System (there’s one designed for every 
business, large or small) speeds efficiency and 
assures fast, accurate payroll preparation at a 
saving of over 61% in ordinary payroll posting 
time. 

For yourself and your company, jou should 
find out more about Todd Payroll! Systems. It’s 
easy —just mail the coupon below and we'll see 
that you get complete information, without cost 
or obligation to you. 


CLIP AND MAIL COUPON NOW! 


THE TODD COMPANY, Inc., Rochester 3, N. Y. 


Kindly give me full information about Todd Payroll 
Systeme, particularly with reference to firms with about 


mapicycees. 


M-8 


COMPANY, INC. 


Todd 
ROCHESTER NEW YORK 
SALES OFFICES IN <S PRINCIPAL CITIES 


DISTRIBUTORS THROUGHOUT THE WORLD 
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Publishers of 
“Office Management” 
choose Kentile Floors 

in modernization 
program 


Experts on Office Equipment Find 
Low-Cost Kentile the Ideal Business Floor 


¢ Depend on the staff of “Office Management” to know what 
makes for efliciency—whether it’s a matter of office forms or 
ofice floors. 

Their selection of Kentile Floors is a case in point. Here 
are handsome floors which spell efficiency from the moment 
they're laid. Kentile is resilient...gives desirable quiet and 
comfort underfoot...and by lessening noise and fatigue... 


steps up employees’ efficiency. 


Some of the more than 7000 square feet of Kentile installed in 
the Gever Publications’ new offices at 212 Fifth Avenue. With 
its colorful beauty and resilience, Kentile helps make any office 
more eflicient—a pleasanter place to work. 


MUNIN GUUNUND—UUNE!UUUGNEDIOGUNEAUUUTAY TANT TONEY NANNY UU 


a 


e Thanks to tile-by-tile installation, 
you can have individual flooring 


effects... colorful inserts...at moderate 
cost in Kentile. And Kentile is quickly 
laid without any great interruption to 
business—no heavy rolls to handle or 
clutter up space. If alterations are 
made (walls or partitions removed) the 
entire floor need not be ripped up— 
only the Kentile in the affected area 
needs replacing. 


¢ Prevents accidents, too. For as the U. S. 
Bureau of Standards states: under most con- 
ditions, asphalt tile is safer to walk on than 
any other smooth-surface material (provided 
it has no high gloss finish) . 


¢ Inexpensive maintenance is important these 
days—and stain-resistant, easily-cleaned 
Kentile keeps upkeep costs at the minimum. 
Famous for durability, Kentile lasts indefi- 
nitely—installations made fifteen or more years 
ago are today in splendid condition despite 
heavy foot traffic. No Kentile color ever wears 
off—it goes clear through to the back of the tile. 
¢ Kentile offers many advantages other floors 


can’t equal—and low cost is one of them. Ask 
your Kentile dealer for an estimate. 


The Permanently Beautiful 
Asphalt Tile 


DAVID E. KENNEDY, INC., 58 Second Avenue, Bréoklyn 15, N. Y. 
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Good to Look at... 


A Joy to Use... 
A Gem to Own 


a 
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FAST! When typing, your busy 
hands never have to leave the 
keyboard ... even to return the 
carriage. Electricity saves you 
finger travel, hand travel... 
minutes that add up to hours. 


ACCURATE TYPING! An Under- 
wood All Electric assures even 
spacing between characters... 
clean-cut, uniform impressions 
».-not shaded or blurred. 


EASY OPERATION! Lightly touch 
the keys... electricity does the 
fatiguing work. You'll be de- 
lighted with the perfection of 
work you can always attain with 
a minimum of effort. 


AND WHAT BEAUTIFUL WORK! 
Not only letters, but carbon cop- 
ies are sharp and clear. You can 
make as many as 20 of ’em ata 
light finger touch. 


Urge your boss to buy you an Underwood 
All Electric . . . and you'll always have 
his letters looking their best. 


You'll keep looking your best through 
each day, too . . . because operating an 
All Electric is not tiring. You'll simply 
breeze through your typing . . . all day! 


You control keys, spacing, shifting, tab- 
ulating and carriage return electrically 
... therefore more accurately. 


It’s a good-looker, too . . . the world’s 
most beautiful typewriter. Your local 
Underwood representative will demon- 
strate it, let you try it. Phone him... 
today! © 1948 


Underwood Corporation 


Typewriters ... Adding Machines... Accounting 
Machines... Carbon Paper ... Ribbons 
and other Supplies. 
One Park Avenue New York 16, N.Y. 
Underwood Limited, 135 Victoria St, Zo 
Toronto 1, Canada UNDERWO2) 
Sales and Service Everywhere : 


Underwood... TYPEWRITER LEADER OF THE 
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